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county school snperintendents. The aati?ity structare is designed to 
be aompatible with the program Classification Structiire developed by 
the Hational Center for Higher Education Management Systema (MCBias) • 
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fiscal reporting. The bulk of this docaient is devoted to e3£tensi¥e 
presentation and explanation of the system, Ippendicea include a 
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INTRODUCTION 



The new budget and accounting system for California Conmunity Colleges uses an 
act i ty-csntereri approach to ©xpendlture reporting which describes real resource 
requirements (faculty^ supporting staffs supplies, etc), their costs (objects of 
©Kpend I ture ) ^ and relitlve u^a In each of the maj'or activities which describe 
Community College operations. 

Except for recent iaw changes* general ledger accounting, income reporting, and 
ta>^ analysis are the sanie as previous college budget and accounting procedures. 
The nevv srructyra makes changes only to budgeting and reporting of expenditures 
and introduces activity measures for college resource use* 

The svstefn describes direct costs in activities^ but does not attempt to define 
indirect cosrs^ nor does it require measurement of output. However^ it Is de-^ 
signed to provide adequately fc;^ state-level decision making and most local 
decf sion-ffiaki ng needs. It also provides the basis for develop ing analyses for 
dec! i ions about programs and objectives, ail essential to collage management 
acflvltles. 

The activity structure is designed to be compatible with the Program Ciassif i- 
carlon Structura developed by the National Center for Higher Education Manage- 
ment SystefTis (fCHEMS) of the Western Interstate Commission on Higher Education* 
This tormat currently has nationwide visibility* Data scheduled to b© generated 
in the new structure also gives districts the capability of Implenienting new 
managenent tools now being developed by various groups such as NCHB^Sj Systefns 
Research Group, Battel le^* and the League for Innovation* 

The object of eKpendlture ^^ructure Is designed to be compatible with that used 
by elementary and secondary schools and county superintendents of schools. This 
should provide for the fiscal management responsibilities county superintendents 
have in relation to Convnunlty Colleges without needing to maintain separate sys- 
tems for the col leges and K-i2. It Is anttCipated that counties will maintain 
Community Col lege district budget control over the major object of expend itures 
as required in Section Ml and as set forth in CCAF-31 U Districts may wish to 
develop additional subcategories for local management purposes. 

DevelopmBnt^ approval, and control over district budgets are based upon the ob- 
ject of QKpendlture categories^, aMocated among organization units of the district 
and coMsgeCs) to the extent necessary for effective Internai managOTent* The 
activity structure, by contrast, provides the district with a base for comparative 
fiscal analysesi us© of new fiscal ranagarient tools, and future development of 
program budgitlng and other fiscal declslon-nndklng techniques. The activity 
structur© provides for state-^levei repor'^Mng and federal fiscal reporting, as 
set forth on CCAF-3 1 1 • 
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Seoorcite coll=5ge budgets arp? not reported to the state even though thev are* 
developed and maintaineri as 'i^ways fo.^ local managcTTient purposes. 

''he sp^^ciai features of Community Collage accounting are presented and discussed 
in this sp^ctiofu 



Ff XED ASSETS RE00RD3 

Althoijgh fixeC assets of a district have little or no bearing on a district's sat- 
vency, records shall be maintained to account for fixed asjet.- por E,C. 1004,5; 
e.g., invesiments In land, site Iniprovemenl huildtngs^ und equipfr/ent. The ro- 

cords provide basic information for adml n istra 1 1 ve contrc^ nnd [nsurance valuation 
purposes. 

Fixed asset accounts should b© charged with capital outlr.y expenditures from all 
funds either currently or by a surriTnary entry at the efid of each fiscal year, flt 
ths safna time, a reserve accoLnt efrritled " 1 nyestment in Fixed Assets^' should be 
credited with a like amount, rixed asset ratirements and ad justments are treated 
in £ similar manner by appropriate charges or credits to the^e accounts* 

Depreclatfon records on fixed assets genere. li y are not ma i nta i ned in tax^supportad 
agencies except in the public utiUty type of agency. Memorandum depreciation re- 
cords may be maintained if desired tc reflect future I lability for fi^ed asset re- 
p lacement. 



LONG-TERM LIABIL ITIES 

The long-term financing of a go\/9rnment unit is different from private enterprise 
in that the bonds issued are usual ly secured by the fi:xed assets of the issuing 
concarn. Community College district bonds are dependent for security upon the 
abi Nty of the distr?ct to raise money through taxation^ 

Bonded debt accounts are maintained by the county auditor^ and data tre usually 
furnished the district annually regarding the budget requirements for the Bond 
Interest and Redemption Fund. Hoh'ever^ districts should keep memorandum records 
of the bonded debt in order to have at hand complete data regarding such indent- 
edness> present and future tax requirements for bond redemption and 'nterest^ and 
potential additional bonoing capacity of the district. 



REVENUE 

The National Committee on Municipal Accounting defines revenue as ^'additions to 
assets which do not increase any I [ability, nor represent the recovary of an ex- 
penditure, nor represent the cancellation of liabilities without a correspond ing 
increase in other liabMltles or a decrease in assets/- Furthermore, It notes 
that "revenue refers to an increase in the net resources or surplus of a fund/* 
The committee also points out tliat not all increases in the net resources of a 
particular fund ^'result in an increase in the net resources of the municipal ity 
as a whole^ since the resources of another fund may decrease correspond i nq fy 

Fund revenues are ordinarily classified as fu source, such as federal subvention 
state apportionments, or district taxes. 
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EXPENDITURES 



Expenditures represent charges against app^ropr iat i ons • If the accounts are kept 
on the accrual basis, the term ''expenditures" includes total charges incurred, 
whethar paid or unpaid, 1/When the accounts are kept on a cash basis, the term 
covars only tha actual cash disbursements* 

APFROPRIATIONS 

An appropriation is an allocation of funds* incomei or estimated income made by 
the governing board of the Community College district for specific purposes, 
usual ly limited as io the time when it may be expended. 

Appropriations made by the governing board authorize the district to spend certain 
sums of money for definite activities* An appropriation specifies in some detail 
the exact purposes for ^hich expenditures may be made, the amount to be spent, and 
the period of time during v/hich the expenditures are to be made* 

Even though expenditures are carefully planned^ changes in appropriations are 
sometirnes necessary. Certain contingencies may arise that require additional 
appropriations, A contingent reserve (Reserve for Contingencies, 7900) is pro- 
vided from which the governing board may authorize transfers to activities for 
which insufficient funds were provided In the original appropriation* 

ENCUMBRANCES 

In order to keep commitments within the financial plan, obligations in the form of 
purchase orders or contracts that are to be met from an appropriation are recorded 
as a restriction of the appropr iatfon balance* By this means the administration 
has a control to prevent the overeKpend liure of an appropriation. 

When encumbrances ar© not formally entered against the appropriation account, if 
is possible to approve cofnmi tment s that may exceed the amount allocated to the 
appropriation* When pajd^ obi igat ions cease to be encumbrances* 

FUND BALANCE 

The term "Fund Balance,'' with suitable qualification, is employed to denote the 
excass of assets over I iabi I Itles or, at other times^ ewess of resources over 
the sum of obligations, reserves, and unencumbered appropriations. 

FUNDS 

The National Committee on Municipal Accounting defines the term *Tund" as a ^'sum 
of money or other resources (gross or net) set aside for the purpose of carrying 
on specific activities or attaining certain objectives in accordance with special 
regulations, restrictions, or limitations and constituting an independent fiscal 
and accounting entity*" Thusi the accounting structure of a fund may include al I 
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the usuai genaral ledger accounts; e,g., assets, liabilities, fund balance, Income 
expenditures, appropriations, and encunibrances. The records may or may not be 
physically separated from other funds, but the fund will b© a complete and saparat 
entity yielding distinct financial repc^r^ts. In a number of cases, specific expen-- 
ditures may be legally made from two or more different funds* In a fev^ instances^, 
the law authorizes transfers from one fund to another by resolution of the gover- 
ning board, 

CLASSIF ICATION OF FUNDS 

The number of kinds of funds authorized by law may vary from time to time. In 
addition to the General Fund^ jcme of the typical funds u&ed by CornmL/iity College 
districts are the Building Fund, Bond Interest and Redemption Fund, and Cafeteria 
Fund. However, taking into account the restrictions involved In aach fund, the 
greater the number of funds, the more rigid the financial adm ini str^at ion becomes. 
Therefore, in the absence of legal requirements, the organizational unit should 
establish as few funds as possiblap 

BUDGET 

The Budget is a proposed plan of expenditures and the means of financing these 
expenditures^ taking into account the necessary legal requ trenients. The annual 
financial and budget reports are fiscal documents eKhlbiting actual Income and 
expenditures of prior fiscal years, the proposed appropriations for expend i hures, 
and the proposed sources of i nconie to meet these approprfations for the succeed-- 
i ng fiscal year in every fund of the district. 



BOOKS OF ORIGINAL ENTRY 

Transactions of several kinds are recorded in documents such as apportionment 
notices, cash receipts, deposit records, requisitions, [lurchase orders, war- 
rants, and warrant registers. These documents should be employed for direct" 
or summarized posting to ledger accounts. They should indicate the accounts 
affected by account name or number , 

Documents that represent transactions of any one kind and that are numerous and 
regularly recurring are usually recorded consecutively and chronologically Ih 
specialized registers. These registers are employed for the accumulation of 
totals of a number of similar transactions to reduce the number of postings to 
general ledger accounts* 

Every accounting system needs a Journal or system of Journal vouchers, other than 
special registers, for the first formal recording of those infrequent entries for 
which no other provision is made; e*g,, opening, adjusting^ and closing entries, 
and for posting to ledgers. Standard commercial forms are suitable in many cases. 
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INCOME 



Income includes both revenue and noni evenu© receipts. Revenue receipts are 
additions to assets for which no obligations are Incurred by the Community 
College district and fnay be expended at the discretion of the district gover- 
ning board. Revenue receipts are received through state apportionments and 
district taxes. Nonrevenue receipts are money received in exchange for prop- 
erty of the district or receipts for which the district incurs an obligation, 
such as money received through loans or the sale of bonds. Bond or loan re-- 
ceipts must be used by the district governing board for the purposes out I ined 
at the time loans are secured or bonds are issued. 

Thes© Instructions provide for uniform Identification and classification of the 
receipts for all funds and accounts of a district and should be used for day-to- 
day accounting of receipts, budgets and all financial reports. Income classifi- 
cations are applicable to all funds, general and special, of a district. The 
selection of the fund must be made in accordance with the provisions of law. 
Income Classifications, such as 8100, Federal Income, or 8700, County Income, 
should not be confused with the selection of the fund, such as the General fund. 
Building Fund, or Cafeteria Fund. 

Districts operating on a cash basis account for income when It is received, while 
those operating on an accrual basts account for income when it is earned, Dis^ 
trict budget forms and the annual budget report form supplied by the Chancellor's 
Office presume use of the accrual basis for expenditures and the partial accrual 
basis for the income of district funds, except for the Bond Interest and RedOTp^ 
tion Fund, Either a cash basis or an accrual basis, as determined by the county 
auditor, is acceptable for accounting and reporting a district's Bond Interest 
and Redemption Fund. 

Explanations for categories are only brief notes. See complete pf^oject regula-- 
tions of appropriate program for detail and accurate description. 



C lassi f Feat ions 

Community College districts wil! classify income for at least the major and sub- 
ordinate classifications outlined in this section* Many districts may want to 
increase the number of classification subdivisions for local management needs. 

Major classifications are as follows: 



8100-8^99 Federal Income 

8500-^8599 Combined State and Federal Income 

8600-8699 State Income 

8700-8799 County Income 

88O0-8869 Local Income 

8870-8879 Student Fens and Charges 

8880-8890 Mi seel laneous Funds 

8891-8899 Private IncOTe 

8900-8999 Incoming Transfers 
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8100-8499 FEDERAL INCOME (PL reference means Public Law) 

All income received from the federal government, regardless of whether dis-- 
tributed by state^ federal, or local agencies. Include federal incone for 
which the state or any other agency serves as the distributing agency. 

8110 Maintenance and Operation (PL 81-874) 

Allowance for maintenance and operation resulting from the Identification of 
students or parents working on or living on federal property in accordance 
with federal regulations for federal aid to Impacted school districts, 

8120 Veterans* Education (PL 92-318) 

8140 Education Professions Development PL(90-35) 

Amounts received from federal agencies for Education Professions 
Devel opment 

8145 Public Service Development and Training (PL 90-351, 90-490, 

92-158, 88-581, 89-751, 92-38, 78-410)' 

Including human relations, child care, etc, 

8150 Economic Opportunity Act (PL 88»452) 

Amounts received directly from federal agencies for Economic Opportunity 
Act programs. 

3156 Federal Grants (Other) 

Federal grants direct from federal sources not otherwise listed, 
8160 Elementary and Secondary Education Act (PL 89-10) 

Amounts received from federal agencies for Elementary and Secondary Education 
Act prog ram St 

8170 Emergency Employment Act (PL 92-54) 

Amounts received under the Emergency Employment Act. 

8180 Higher Education Act, 1965 (PL 89-329) 

8190 Revenue Sharing, 1973 (PL 92-512) 

8210 National Defense Education Act (PL 85-864) 

Amounts allowed under the National Defense Education Act, 
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3230 



Comprehensive Employment and Training Act - 1973 (PL 93-203) 



8235 Mi I itary Personnel Development 

8240 Vocational Education (PL 90-576) 

Amounts allowed from federal sources for Vocational Education programs as 
amended . 

824? Vocational Rehabilitation Act - 1973 

8245 Income Restricted for Capital Outlay 

8310 Forest Reserve Funds (EC 20251) 

All Income from forest reserve funds apportioned by the federal government 
but distributed to the district by the county superintendent of schools with 
the approval of the county board of education, 

8320 Flood Control Funds (EC 20109) 

AM Income from flood control funds apportioned by the federal government 
but distributed to the district by the county superintendent of schools with 
the approval of the county board of education, 

8480 "Miscel laneous Funds" (EC 17606) 

(see explanation under #8890) 

8481 Royalties and Bonuses 

8482 Rentals 

8483 Income from Property Not Subject to Tax 

8484 Payments in Lieu of Taxes 

8490 Other 

All other federal funds received except funds defined as '^miscellaneous 
funds" by the California Administrative Code, Title 5^ Education, Section 
17261. These are to be recorded In classification 8480, Miscellaneous 
Funds* 

8500 COMBINED STATE AND FEDERAL INCOME 

Combined state and federal Income received from the state agency with no 
indication of how the allowance is prorated between federal and state funds. 

8520 Preschool Education Aid (PL 87-543) 

Allowance from combined federal and state funds for preschool education aid 
under Education Code Sections 16643-16644. Do not Include amounts allowed 
for preschool education aid from other state or federal sources. 
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8530 



Children's Centers (EC 16705) 



Amounts a I lowed for Day Care centers. 



8560 



Educational Opportunity Grants 



Including Federal Grants combined with State Funds, 



8570 



Tax Rel ief Grants 



8580 



"Miscellaneous Fund 



(EC 17606) 



See eKplanation on oage ll-ll, 

8581 Royalties and Bonuses 

8582 Rentals 

8583 Income from Property Not Subject to Tax 

8584 Payments in Lieu of Taxes 

8590 Other 

All other combined state and federal funds except funds defined as ^'Miscel« 
laneous funds" by the California Administrative Code^ Title 5, Education, 
Section 17261. These are to be recorded in classification 8580, ^'Miscel- 
laneous Funds**- 

8600 STATE INCOME 

All state funds received, eKcluding federal funds distributed by the state, 
which are federal Income. By law^ any State School Fund apportionment or 
allowance to a Community College district must be deposited in the General 
Fund of the district* 

All such amounts should be accounted in terms of the gross amount appor- 
tioned. Deductions and withholdings made by the State Controller as re- 
quired by law must be accounted as expenditures in the same manner as if 
the full amount had been received and a district warrant had been drawn 
for such purpose* 

8610 Principal Apportionment 

Record all amounts allowed under the Principal Apportionment, including ad- 
vance apportionments, basic and equalization aid, and final apportionments. 

Record also flat grant, a I lowances received and/or accrued from the fol- 
lowing programs on a current basis: 



8611 Basic and Equal iiation Aid 

8612 Physically Handicapped 

8613 Educable Mental ly Retarded 

8614 Trainable Mentally Retarded 

8615 Transportation of Handicapped Students 

8616 Educationally Handicapped 

8617 State Teachers' Retfr^ent System 
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Spc^clal l-'urpoSQ Apport ionrnnn t (FC I740'3) 



f^ocord amounts ruceived for the expenres of rnaintaining any or all of thci 
following programs during the preceding fiscal year: 

8622 Transportation, Regular (tC 18053) 

Record amounts received for transportation, based upon records of ex-- 
pense and approved capital outlay, of furnishing, during the preceding 
fiscal year, transportation of students between their homes and the 
regular full-time day colleges attended by them* 

6623 Project-connected Students 

8624 EducationaMy Disadvantaged (EC 6499.230 ^ 6499,238) 
:1625 Early Childhood Development (EC 6443 - 6446.6) 

8630 Special Allowances - Other 

8631 Allowance for instructional Television and other Coordinated 
Instruction Systems Programs. 

8632 AMowance for Classroom Instructional Television (EC 18270) 

Amounts received under Education Code Section 18270 for participation in ^ 
program for instructional television established pursuant to Education CoSm. 
Sections 5441 or 5442 and EC 11251(a) for other coordinated i nstruct iona 1 
systems programs* 

8633 Apportionment for Special Teacher Employment 

Amounts received under Chapter 106, Statutas of 1966 (Education Code Section 
6481-6485) for the special teacher employment program. 

8636 Education Improvement Act of 1969 

8638 Extended Opportunity Programs and Services In' me Received from 
State Under Provisions of EC 25528*7 

8639 Other 

8645 Community College Construction Act 

8650 Apportionments for Ch 1 1 dren ' s Centers (EC 16782) 

Allowance for children's centers. It may be advisable to compute monthly 
the earned Income from this source. Advance apportionment Is based upon 
estimated attendance with adjustments at end of the fiscal year usually 
requ I red* 

8660 Apportionments for Development Centers for Handicapped Minohs 

(EC 6880, J4) 

Allowance for purposes of development centers for handicapped minors. School 
district fiscal control may find it advisable to compute monthly the earned 
income from this source* Apportionment fn advance Is based upon estimated 
attendance. Adjustments at the end bf the fiscal year are usually required* 
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8661 Attendance 

8662 Transportation 

8670 Tcix Rei ief Subventions 

8671 Reimbursement for Income Lost Because of Business inventory 
txemptions 

Amounts recelvod for loss of income because of business inventory 
dxanptlons (Revenue and Taxation Code Section 219). 

8672 Reimbursement for Income Lost Because of Home Owners' Exemptions 

Amounts received for loss of income because of home owners' exGmp+Ion=. 
(Revenue and Taxation Code Section 218; EC 17252). 

8673 Reimbursement for Income Lost Througli Operations Under the 
Williamson Land Act of 1967 

Amounts rerjived for loss of Income because of the Williamson Land 
Act of 1 967. ^ ~ 

8579 Other 

Amounts received for loss of income because of exemptions on motion 
picture films and wine and brandy products (Revenue and Taxation Code 
Sections 988 and 992; Education Code Section 17254), and Severance 
Aid (EC 18421 ). 

8680 "Miscellaneous Funds" (EC 17606) 

See Gxp lanat ion on page 11-11. 

8681 Royalties and Bonuses 

8682 Renta Is 

8683 Income from Property Not Subject to Tax 

8684 Payments in Lieu of Taxes 

8690 Other 

All other state funds received except funds defined as "miscellaneous 
funds" by the California Adm In i strative Code, Title 5, Education, Section 
17261. These are to be recorded In classification 86B0, "Miscellaneous 
Funds. " 

8700 COUNTY INCOME 

Al! county funds received and/or accrued (exceptinq federal funds distri- 
buted by the county which are to be recorded as fedaral Income). 

8710 Community Co ! I age Tuition Tax 

Incotni from counties for nondistrlct students attending Canmunity Colleqe 
(Education Code Section 20205) . " 

12 
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8720 Equal izat Ion Aid Offset Ta^ 

Income from +ax©s levied upon all the assess@d valuation of the county to 
offset the decrease In equal izatlon aid resulting from the upward mod if I* 
cation of the assessed valuation (Education Code Sections 17261-17265). 

8780 . "Mtscel lan^us Funds" (EC I7606) 

See explanation on page 11-11* 

8781 Royalties and Bonuses 

8782 Renta I s 

8783 I nconie- fronn. Property Not Subject to Tax 

8784 Payments in Lieu of Taxes 

8790 Other 

All other county funds received except funds defined as "miscellaneous 
funds" by theCanfornia Administrative Code, Title 5, Education, Section 
I726U These are to be recorded In classification 8780, "Miscellaneous 
Funds." 

8800 LOCAL INCOhlE 

AM Income fronn local sources* 

8810 Ofstrfct Taxes 

8811 Secured Roll (EC 20803, 20816, and 20932, et seqJ 

Income from taxes levied on the secured tax roll. District taxes are 
levied as a result of the filing of an annual budget with the county 
superintendent of schools for approval and transmittal to the county 
board of supervisors setting forth the ta^ requl renfients of the dis- 
trict as provided in Division 16, Chapter 3, of the Education Code, 
The board of supervisors detemiines for the budget year a tax rate 
that will produce the amount of district tax money requested by the 
district In its annual budget. 

Certain tax rates In excess of the statutory or voted rates are author- 
ized In the Education Code for restricted purposes and special funds. 

All incofne received frmi district tax sources Is to be accounted on a 
cash basis. Credits to the various district tax incorrie accpunts are 
made upon receipt of an apportionment notice from the county super in*- 
tendent of schools Indicating that taxes have been deposited In the 
county treasury. 

8812 Unsecured Ro! I 

Income from taxes levied on the unsecured tax roll, 

8813 Prior Years ^ Ta^es 

Income from tax levies of prior years Include secured and unsecured tax 
receipts frm redemptions and tax sales. 



Rev. 4/76 



11-7 



8820 Ci+y and County ImxeB 



8821 City ImxeB 

Income from taxes from an ad valorem levy for col leg© purposes upon +he 
real and personal property located in* and assessed by, a chartered ci+yi 
which levy is author f zed or required by the city charteri 

8822 County Taxes 

Income trom taKes from an ad valorem levy for col leg© purposes upon the 
real and personal property under the Jurisdiction of the county super- 
intendent of schools, 

8840 Sales 

884 I Sa le of Bonds 

income from sale of bonds at par value, which must be deposited In the 
Building Fund of the district (EC 21810), 

8842 Sale of Equipment and Supplies 

Income frorn the sale of supplies and equipment no longer needed by the 
district. The money received Is to be placed to the credit of the fund 
from which the original eKpendlture for the purchase of the personal 
property was made (EC 16403), "This does not apply to sales in Meg of 
trade-ins. See Instruction under Principal types of Abatements of Ex-, 
penditurei, page I I 1-24^ number 8." 

8843 Sale of Land and Buildings 

Income from the sale of land and buildings. Such income must be used 
for cap ita I outlay, 

8344 Food Service Sales 

Income from the sale of meals and other food Items, usually recorded 
in the Cafeteria Fund or Cafeteria Account. 

8345 Sale of Publications 

Income from the sale of publications. (Catalogues, class schedules, 
printed forms, etc*) 

8346 Farming Income 

Income from col lege farm operations. 
8849 Other Sales 

Income received from all other sales 
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8850 



Rentals and Leases, Except "Miscellaneous Funds" 



Income for the use of athletic facilities, buildings or portions thereof 
houses, and other properties of the district that are rented or leased to 
the public or othir school districts for school purposes; and portions of 
amounts received that are ei<cluded from "miscellaneous funds" in accordance 
with the California Admi n i strati vs Code, Title 5, Educatlan, Section 17261 
including rentals by Civic Center groups, ' 

Rental or lease I ncofne defined as "miscellaneous funds" Is to be racorded 
in classification 8880, "Miscellaneous Funds." 

8855 Contract Services for District and County Offices 

Income received for contract services rendered by one district or 
office of county superintendent of schools for another district or 
office of county superintendent of schools. 

8859 Other Contract Services 

8860 Interest 



Income credited or prorated by the county auditor for interest on deposits 
of district funds with the county treasurer and Interest earnings (EC 17203) 

Money received as premiums and accrued Interest at the time of sale of 
bonds must be deposited in the Bond Interest and RadefTiptlon Fund (EC 21810). 

70 STUDENT FEES AND CHARGES 



8871 Adult Education Fees 



Income received from students enrolled in classes for adults as tulti 
under EC 5757, as incidental fees under EC 5758, or under EC 25502.5. 

8872 Nonresident Students 



Income received for the total cost of educating residents of other 
states and foreign countries in the col leges of the district (EC 
10508 and 25505.8), 

8873 Chi I dren's Centers (EC 16729) 

Income received from parents, guardians^ or wel fare agenc les as fees 
for the instruction and care of children in childrens' centers. 

8874 Development Centers for Handicapped Minors 

Income received from parents, guardians, or welfare agencies a? fees 
for the instruction and care of children In dBvelopmBnt centers. 
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8875 Out-of-Di strict Student Fees* ZeC 25505.3(0] 



Income received fron students ai tend! ng under I nter-d istrict Agree- 
fn©nts which call for payment of ©Kpensas by ndividual students, 

8876 Haalth Fees 

8877 Parking Services (See EC 254Z5. I) 

8878 Other Student Charges (Including bir not limited to Traffic Fines, 
Parking Flnesj Lato R^istratton, Library Fines, etc) 

AM other mi seel laneous student fe^s and fines. 

8880 '*NI|SCELLANEOUS FUNDS'* (EC 17606) 

See explanation on page I l-l L 

8881 Royal+les and Bonuses 

8882 Rsnta Is 

8883 Income Tax from Property Not Subject to Tax 

8884 Payments in Lieu of Ta^es 

8890 Other 

All other income frorn local sources such as contrlbutfons, glfts^ outlawed 
warrants^, practice teaching, and so forth, iKCept funds defined as -'mis- 
eel laneous funds" by the Cat iforni a Adfnf nl strat ive Code, Title 5, Education^ 
Section 17261. These are to be recorded fn classification 8880, ^^Miscel- 
laneous Funds." 

*Some warrants are outlawed after six months* If a warrant Is ou Hawed in 
the same fiscal year In which It mm v^ritten. It should be abated to the 
account it was or igl nal ly charged, 

B89I PRIVATE INCOME 

Incofne from pri vat© contri but ions, gifts^ grants, and endowments* 

8899 Other 

B900 ItCOMING TRANSFERS 

All income received for Incorning transfers. Identify the sources of tuition 
payinents and account for the Incofne rweived from each source* 

8920 Tuition Transfers 

8921 Interdistr ict Payments 

Tuition payments received froin I nterd [strict contracts for general or 
specific Instructional services. Including transportation. 
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8926 Non-district Payments 



All other tuition payments not identified above, 
8930 Interfund Transfers 

Amount of money Involved in each of the fol lowing transfers between funds ^ 

To the Chi Id Development Fund and Development Centers for Handicapped 
Minors Fund from the General Fund (EC 17201 and Calffonnia Adnii ni straff ve 
Code^ Title 5, Education^ Sectfons 1 5C5^-I5052). 

Between the General Fund and the Spec la! Rtserve Fund CEC 21401-21404)* 

To the General Fund or to the Special Reserve Fund frm the Bond Interest 
and Redefnption Fund after all principal and Interest paynnenti have been 
fnada (EC 22055 and 22056). 

•8990 Otiier Incoming Transfers 

Income received from funds of lapsed or reorganized districts and any other 
income from transfers not otherwise classified. 

(Ml seel ianeous Funds 

EC 17606 coveri ^'miscellaneous funds'* under classifications 8480 Cfedera!), 
8530 (federal and state), 3580 (state), 8780 Ccounty), and 8880 (local). 
Sources of funds classified as miscellaneous ynder this section are (1) 
royalties and bonuses; (2) rentals; (3) income from property not subjec+ 
to tax- and <4) payments in lieu of taxes. 

Royalties and Bonuses 

Record the total amount of payments of all or a portion of the royalties 
and bonuses received from the operation of any law under the terms of any 
agreefnent. For eKample^ royalties on federal mineral deposits are accounted 
under 8481, '*M i seel Ianeous Funds" (federa 1). Classifications by source are 
as fol ]omi 

8481 Federal 

6581 Federal and State 

868 1 State 

8781 County 

8881 Local 

Renta Is 

Record the afnount by which the total of a 1 1 payments received for the rental 
of property owned by the district and not on the tax rol Is of the county or 
district exceeds the actual expense of operating and maintajning the p^opmr fy 
Classifications by source ar© as follows: ' f 

.8482 Federa I 
8582 Federa I and State 
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8682 Stat© . 
8782 County 

8882 Local 

Income from Prop erty Not Subject to Tax 

Record the total of all payinents received from, or on account of, propirty 
of a district or any other property within the district^ county^ or state 
that is not being assessed for tax purposes and not being used for college 
purposes* Classifications by source are as fol lows: 

8483 Federal 

8583 Federal and State 

8683 Stata 
5783 County 

8883 Loca I 

Payments in Lieu of Tqk&b 

Record the total of all payments made In Ifsu of ta>ces and received by the 
district. Examples are levies on aircraft^ baled cotton^ or federal housing^ 
head^day tax on livestock; and license fees on tr& i I er coaches. Class If i-- - 
cations by source are as fol lowsi 

8484 Federal 

8584 Federal and state 

8684 State 
8784 County ' 

8884 Local 

Abatement of Income 

V/han part or all of the inconie of a Cofmiunity College district from any 
source must be returned to the source from whtch It Is receivadj^ the trans-- 
action should be accounted as an abatement of inconfie. Abatement of incorn© 
Is the cancellation of any part or all of any specific receipt previously 
recorded, usually resulting from tax refunds^ refunds of money reciived 
from state or federal sources, or refunds of monies previously recti ved 
through error* The. accounting for such transactions In this manner keeps 
both Income and expenditures In true perspective and maintains proper 
balance of the two. 

Uniformity in accounting for abatements of Income is required to secure 
comparable fiscal records and reports* Accuracy in the records requires 
proper use of a correct accounting procedure for the elimination from the 
fiscal records of those items representing cancel lations of pravlous fiscal 
transactions or parts of them* 

Payments that represent cancel lations or reductions of receipts must* W ac- 
counted as abatements of Incofne previously recorded by abating such payfnents 
to such income account, thereby eliminating any charge to an expenditure 
account. Such payments must be accounted by abating the Income account for 
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Abatement of Ineqysi (Continued) 



the original sourci during the fiscal year In which the payments are made, 
irrespective of the f Isca! ytar In which the original receipt was recorded, 
©yen though such payments itiay In some cases exceed the actual Income of the 
fiscal year in which the abatement Is made and thus result in n^atlva bal- 
ances in the accounts, or entries in reports. Abatements of Income are 
recorded as they occur and not accumulated until the end of the fiscal year. 

Because payments that constitute abatements of Income are not expend itures^ 
they are not Bubjmt to appropriation controU However^ any abatement of 
income that constitutes a major reduction of income in comparison with es- 
tiniated Income should b© racognized as requir?rrg a corresponding reduction 
in estimated Income and riserves, or requiring a reduction In actual appro^ 
pr iat ions. 

The following kinds of transactions shall be ac runted as abatements of 
I ncome^ 

I . TaK rif und s 
2* Rental refunds 

3, Tuition refun.r's 

a* To students^ parents, or guardians 

b* Toother districts on account of overpayments 

4, Rafunds of Income from federal sources 

5, Refunds of Income from state sources 

6, Refunds of other monies received In error 

7, DFstributfcn or proration of monies received by local operating 
agency to operating districts. 

It is often difficult to distinguish between receipts that should b© treated 
as abatanents of expend iturt and those that should be treated as income* 
The following receipts are accounted as Income (Income classifications are 
shown in parentheses) rather than abatements, 

U Tuition 

2. Fees (38703 

a, Tyachers^ and OTployees* eKaminatlon fees (8879) 

b* Certificate fees (8879) 

c* Transcript fees (8879) 

d. Adult EducatlDn fees (8871) 

3, Rental (8782, 8850, 8882) 

a. Civic Center (all charges) (8782, 8850, 8882) 

b* Clasirooms (8782, 8850, 8882) 

c. Easement leases (8782, 8850, 8882) 

d. Houses (8782, 8850, 8882) 
e* Sites (8782, 8850, 8882) 

4* Collictlons for use of swlnrnilng pools, tennis courts, and the 
I Ik© C8847) . 
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Abatement of LncoiPQ (Continued) 
5, Libpary fines (8878) 



6t Recefpts frofn the sale of Junk or salvage material no longer 
naeded (8842) 

7. Contributions and gifts (8890) 

8* Receipts from the sal© of catalogues* class schedules, courses 
of study, printed forms, and the Ilk© (8845) 

9* Amounts received from forfeitures of surety or IndOTnity bonds 
because of noncompl lance with contracts (8890) 

10, Interest on depo&its and investments (8860) 

II « Outlawed warrants and other warrants cancelled In a fiscal year 
subsequent to the year of expenditure (8890) 

12. Receipts from sale of land and buildings (except that receipts 
from the sale either of a portion of a new site or of buildings 
or improvanents thereon shall be accounted as abatements of ex- 
penditure) (8843) 

13, Receipts from taacher-tra in Ing Institutions for practice teaching 
services (8890) 

14* Receipts from agriculture In connection with farm study and other 
related operations* 

Accounting for Certain Apportionments or Loans 

Certain apportionments that the State of California currently authorizes 
to be made to districts from the State Gen'^ral Fund are loans and do not 
conititut© grants or subventions. Because such apportionments are non- 
revinue receipts, which Increase a district's liabilltleSi they should 
not be accounted for as income^ These apportionments are advances made 
to gllgible districts for the following purposesi 

I* To aid in the establishment of (a) special trafning schools or 
classes for the education of mentally retarded minors who como 
within the provisions of EC 6903; or (b) special schools^ classes, 
or Integrated programs for which a qualified special teacher Is 
provided for educating physically handicapped minors who come 
within the provisions of Education Code Sections 6801 and 6802 
(Education Code Sections 6914-6919). 

2^ To aid newly organized districts (EC 17461). 
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Accoynting for Certain ApportionmQnts or Loans (Continued) 

3. To provide emergency apportionments (loans) to districts as pro- 
vided by EC 1731 I and 17525-17329, 

When such an apportionment has been made by the Chancellor of the California 
Community Colleges^ a stats warrant fs issued by the State Treasurer for the 
entire amounts The law specifies that the county treasurer receiving such 
a warrant shall deposit It to the credit of the Ganeral Fund of the district 
designatfd I n the apportionment. The district records should reflect the 
receipt of th© credit* 

Example: 

Date Accounts . Debit Credi t 

4-10-75 Cash In County Treasury $5,360 
Account Payable^ State (Long-- 
Term Debt) $5,350 

To record credit received for a loan from the State General Fund to 
finance the establishment of new classes for the mentally retarded 
($2,680 payable during 1975-76, and $2,680 payable during 1976-77) 

The repayment of the loan wll I be automatically accomplished by the with- 
holding of harf of the amount from regular apportionments being credited 
to the district during each of the next two fiscal years. The practice 
of the State Controller is to make the withholdings over a period of four 
months—February, March^ April and May. Accordingly, during each of those 
months (In 1977 in the above example), one-eighth of the total loan will 
be subtracted from the amounts otherwise due the district from the State 
School Fund In accordance with regular apportionment calculations. This 
means that the credit to the district funds announced by the County Super- 
intendent will be smaller by the same amount than the announcements by 
the Chancellor of the California Community Colleges would indicate. Dis- 
trict records must reflect this transaction In each of the months named In 
aach of the two years following the year of the loan so that the liability 
will be properly cleared and the proper State School Fund Apportionments 
credited. In the above eKample of a loan, the entry to be made by the 
district and repeated seven times in the respective months Is as followsi 

Pate Accounts . Debit Cred It 

2-20-76 Account Payable, State * * $670 

Stat© Basic and Equalization Aid ' $670 

To record the wlthholdirig by the state of one-eighth of the amount 
of the long-term loan received 4-I0--75 
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Accounting for Certain Apport lonmen+s or Loans (Continued) 



Any statement of financial condition prepared from the district records 
during or at the close of the fiscal year will show, ft the foregolng^ 
procedures are used, the proper amount of liability to the state. This 
accounting procedure is indicated by the instructions that accompany the 
Annual Report of Current Liabilities^ Form CCAF-^4. The proper record^ 
ing by the district of amounts withheld by the state is also Included in 
the specific audit Instructions to accountants conducting annual audits. 

The repayment of a loan under EC 17325-17329 is done in the same manner, 
except that the principal payment must be accomplished over not more than 
a three-year period (EC 17328), 

The Interest and principal payment due annually on this emergency loan will 
be withheld from the dlstrlct^s regular apportionments. However, the dis- 
trict must record the amount due for interest as a current eKpenditure under 
expenditure classification 5800, Other Services and Expense for Administra- 
tive Districtwide Operation. 

All loans. Tax Anticipation Notes, and transfers (loans) from special or 
restricted funds of the district to the General Fund (EC 20954) should be 
recorded in the same basic manner. 
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EXPENDITURES 



The following expenditur© classification Is In two parts^ one dealing with 
objects of aKpenditure, the other with Community College activities for which 
expendituras mey be recorded. The object categories (i.et, salaries, wages, 
suppllas, etc*) are designed to ba consistent with the major object classifi- 
cations used for elementary and secondary schools and described In the Cali- 
fornia School Accounting Manual, 1973 edition. This should reduce the need 
for County Offices to maintain two systems for budgetary control of both K-^12 
and Community Colleges, The activity categories are descriptive of college 
activities and generally similar to those for other Institutions of higher 
education. While It Is doubtful that any college or district is organized 
exactly according to the activity categories sai acted, the cofmnon activity 
structure is required for consistent and comparable expenditure reporting, 

OBJECTS 

Object categories for current operations and capital outlay, debt service and 
transfers required for state* level reporting mtm aet forth In the CCAF'*311* 

The object cat^orles represent a minimum list for compliance with various Edu- 
cation Code provisions, compatibility with county systems and state-level fiscal 
reporting. Districts may wish to develop other, more detailed categories for use 
In district administration and pol Icy making. Fo™ CCAF-3II sets forth the mini- 
mum requiremenfs for the Controller's report in compliance with Government Code 
Section 53892, I , 

Coding and categories are such that object categories may be aggregated to be 
consistent with those eight major object of expenditure classifications required 
by county superintendents of schools for control of district budgets under the 
provisions of Education Code Sections 17202 and 20951, 

The Education Code limits Community College district expenditures to the amounts 
appropriated for the several major expenditure classes by the adoption and ap-* 
proval of the district budget or by subsequent Intr^budget trar^sfer. Because of 
this budget or appropriation control of expenditures, the budgiit and all documents 
dealing with appropriations must be prepared according to the same classification 
plan as that enployed In the accounting of expenditures. 

Districts should Identify the origin of each district expenditure by designating 
the appropriate object classifications on order or requisitions, commonly called 
warrants or warrant registers. Officials of the district who know the purpose 
for each expenditure should decide which object'classif Icatlon is to be used at 
the time cormltments are made* The account or accounts charged should be selected 
when goods or services are ordered or when certificated or classified employees 
are assigned or reassigned. 
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Insofar as possible, notices of employment, copies of contracts, and other dis- 
trict documents on expenditures or commltTiients to become expenditures should 
designate the object for review by county superintendents of schools. This per- 
mits prompt resolution of questions about the classification of ©xpendftures* 
One decision about object classification can thus serve for several future dis- 
bursementi, such as monthly salary payment.* This procedure is necessary if the 
encumbrance plan of accounting is employed by either the district or the county 
super intandent of schools. 

Whether or not object classifications are noted on documents such as notices of 
employment and copies of contracts, district orders should show the applicable 
object classifications. 

County superintendents of schools, when drawing requisitions on the funds of 
Cormiunity College district where authorized or required by law to initiate the 
disbursements, should designate the object classifications applying to such pay- 
ments and inform the district of the date, payee, purpose, amount, and object 
classifications of each requisition so drawn. County superintendents should 
also notify the district of the date, purpose, amount, and object classifica- 
tions of any amount withdrawn from the funds of the Community College district 
other than by district order or county superintendent's requisition and of the 
amounts withheld from apportionments of state funds that are to be treated as 
expenditures, such as the amount withheld for district contributions to retire- 
ment funds P 

The object classifications should be designated on every warrant or warrant regis- 
ter so that county superintendents of schools may maintain records necessary for 
budget control of expend itures and for annual report purposes (EC 17202 and 20951). 
These requirements may be waived or reduced at the discretion of the county super- 
intendent of schools. Budget report forms prescribed by the Chancellor's Office 
presum© the use of the accrual basis for the accounting of expenditures and a 
partial accrual basis for the accounting of Income of the funds of Community Col- 
lege districts except for the Bond Interest and Redemption Fund. The accounting 
and reporting of district Bond Interest and Redemption Funds either on the cash 
basis or the accrual basis, as determined by each county auditor. Is acceptable 
to the Chancellor, California Community Colleges. 

Objects of expenditures listed must be maintained by all Community College dis- 
tricts in their day-to-day accounting of expenditures during a fiscal year. The 
use of these objects wl I I f aci I Itate the preparation of budgets and the various 
financial reports requested by federal, state, county, and iocal agencies. 

Minimum budgetary control of districts' accounts by offices of county superin- 
tendents of schools must be ma inta I ned,^ Controls may be kept on total expendi- 
tures with the approval of the county superintendent of schools or on the fol- 
lowing object of expenditures classifications! 

1000 Certificated Salaries 

'2000 Classified Salaries 

3000 Staff Employee Benefits 

4000 Books, Supplies, and Equipment Replacement 

5000 Contracted Services and Other Expenses 

6000 Capital Outlay 

7000 Other Outgo 

7900 Appropriation for Contingencies (Formerly Undistributed Reserve) 
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SECTION A 

Objects of EKpanditura Classifications, 
Their Content, and l^t^ructio^s 
Regarding Their Use 

Suggested sub^object categories for state-level reporting are as follows: 

1000 CERTIFICATED SALARIES 

The salary of a certificated person Is recorded here only if the position 
which that person is filling requires the certificate; otherwise it is re^ 
corded under 2000 CLASSIFIED SALARIES - e.g., a qualified certificated in- 
structor has at times been temporarily hired as an Instructional Aide* 
While so hired the salary would be recorded under 2200 instead of 1100, 

1100 Teaching, Regular Contract Salary Schedule 

Included are the full-time salaries and prorated portions of salaries for 
all certificated employees paid at a regular salary schedule rate for con- 
tract or regular employees and anployed for the direct instruction of stu- 
dents. Included are full-time teachers paid on a monthly basisi part-time 
(monthly, dally, hourly) teachers whose pay Is based on a percentage of pay 
for regular full-time teaching asslgnmentj substitute teachers if the rate 
of pay Is based on the regular teaching salary rate; extra duty or overtime 
pay If based on the r^ular schedule salary rate; sabbatical leave if based 
on the regular salary schedule rate* (Teachers whose salary computation Is 
restricted to a portion of the regular full-ttme teacher's salary schedule 
shall not be considered to be paid on a regular contract salary schedule,) 

The following comments. Interpretations, and deflnftfons are included to 
guide college officials in determining whether the total salary, or a por- 
tion of the salary, should be charged to classification 1100. 

The total salary Is recorded In classification 1100 under the following con- 
ditions: A certificated employee of a Community College district is consider^ 
a full-time classroom Instructor If his full-time duties include classroom 
teaching for at least one instructional period for each day he Is employed to 
teach, and he is assigned no duties other than those that are connected with, 
or are extensions of, classroom teaching* Such activities include, but are 
not I imlted to, the fol lowingi 

L Preparation for, and evaluation of, classroom work, 

2, Extracurricular activities that arise out of classroom work and are an 
extension of it* 

3, Duties that are ordinarily assigned to certificated personnel in con- 
nection with the custody and control of students after school, or at 
other times, 

4, Intermittent duties assigned individually or In connection with com- 
mittee work, Inservlca training, or Institutes under the leadership 
and direction of a person who Is not a ful Ntjrne classroom teacher. 
Such duties have as their purpose the evaluation or ImprovOTsnt of 
the educational program In the district. 
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The salary must be prorated under the following conditions: 

If a certificated employee teaches at least one instructional period each 
day he is employed to teach and is also assigned other duties neither in 
connection with, nor extensions of, elaisroorn teaching^ his salary must be 
prorated and recorded In c lass If lea t Ion 1 1^0 and In the other clasilfica-- 
tlons that provide for recording the expentl i tures for the other assignrnent* 
The imount recorded in classification 1100 is the product of the employee's 
complete salary and the fraction of the fulUttme college day of the em- 
ployte spent at a classroom teacher in the performance of the duties that 
are In connection with^or an extension of, classroom teaching, as explalnid 
under the definition of a full-time teacher. The r^aining portion Is thin 
charged to the classification In which expenditures for the other asstgnmint 
are recorded. It should be imderstood that some of the other assignments 
may pertain to work outside thb field of teaching, and if a teacher psrforfns 
such assignments, it wl II be necessary to prorate a portion of the salary to 
subordinate c lassl f icat ions other than 1100. 

The tern) "other assignments" includes, but is not limited to, asslgnmefnts 
usually and specifically assigned to certificated persons employed in the 
following types of posit Ions t 

K General supervisors, coordinators, directors, specialists, consultants, 
supervisors of special subjects, and certificated assistants* 

2. Deans, and assistant deans In Individual colleges* I 

3, Librarians, assistant librarians, audiovisual personnel counselors, 
nurses, psychologists, psychometr ists, aud iometr ists, and guidance 
and attendance personnel * 

The term "other assignments" also includes, but Is not limited to, assign- 
ments usually and specifically assigned to persons in the classified service 
employed as bus driver, custodian, secretary to the governing board, and 
supervisor In transportation, 

1200 Non-Teachl/ig, Regular Contract Salary Schedule 

Included are full-time salaries and prorated portions of salaries for all 
certificated employees paid at a regular salary schedule rata and emplov^d 
In non-^ Instructional assignments. Counseling, guidance, health services, 
library. Instructors assigned administrative or Institutionally related 
duties. Includes Chancel lor. Superintendent, Assistant Superintendent, 
President, Vice President, Administrative Dean, and other certificated 
officers of the district, 

1300 Teaching, Other, Non'Regular Schedule 

included In this account are all teachers who are not paid In accordance 
with the full-time regular salary schedule for contract employees or who 
are paid in accordance with the regular salary schedule but are teaching 
sunvner sessions. 
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1400 Non-Teaching* Other 



Included are wages paid certificated employees in non-I nstructiona I assign- 
ments at rates other than a rate paid to an ^ployee on a regular salary 
schedule for that assignment. Include all summer session even though paid 
on a regular contract salary schedule, 

2000 CLASSIFIED (NON-CERTIFICATED) SALARIES 

2100 Non-Certificated, Non- I nstruct ion. Regular Full-Time Schedule 

Included are full-time salaries and prorated portions of salaries for all 
classified OTployees paid at regular salary schedule rate; includes adminis- 
trators, business managers, controllers, directors^ chief accountants, super- 
visors, purchasing agents, clerical, maintenance, warehousemen, custodians, 
gardeners, food services, transportation, telephone operators, watchmen, 
security and others. 

2200 Classified Service, Instructional Aides, Regular Full-Time Schedule 

Included are full-time salaries and prorated portion of salaries for all 
classified employees paid at regular salary schedule rate, engaged in 
classroom activities or under the supervision of classroom instructors 
(teachers) CEducation Code Section l7200{c)D* 

2300 Other Salaries, Non-Certificated, Other Than Permanent Full-Time 

Schedu le 

Includes nonmerfibers of classified service, governing board members, student 
help, clerical, administrative, professional maintenance, custodians, garden- 
ers, food services, transportation, telephone operators, watchmen, security 
and others who are paid non-regular schedule salary rates or for work in ex- 
cess of their regular work schedule* 

2400 Other Permanent Salaries, Instructionai Aides, Other Than Fuil-Time 

Schedule 

Includes student aides and any aides engaged in classroom Instruction or 
working under the supervision of a classroom Instructor {teacher). 

3000 STAFF EMPLOYEE BENEFITS 

Record alt expenditures for enployer*s contributions to retiranent plans and 
for health and welfare benefits for employees or their dependents, retired 
employees, and board members* 

3100 State Teachers^ Retirement System Fund 

3110 Certificated Teachers and Instructional Aides 

3120 Classified Employees 

3130 Other Certificated Employees 

3!50 Classified Instructional Aides 
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3200 



Public Employees' Retirement Fund 



3210 

3220 



Certificated Teachers and Instructional Aides 

Classified Employees^ 



3300 



Old Ag©i Survivors, Disability, and Health Insurance 



5310 

3320 
3330 
3350 



Certificated Teachers and Instructional Aides 

Classified Employees 

Other Certificated Employees 

Classified Instructional Aides 



3400 



Health and Welfare Benefits 



3410 Certificated Teachers and Instructional Aides 

3420 Classified Employees 

3430 Other Certificate Employees 

3450 Classified Instructional Aides 

3460 Retired Certificated Employees 

3470 Retired Classified Employees 

3500 State Unemployment Insurance 

3510 Certificated Teachers and Instructional Aides 

3520 Classified Employees 

3550 Classified Instructional Aides 

3600 Workman* s Compensation Insurance 

3610 Certificated Teachers and Instructional Aides 

3620 Classified Employees 

3650 Classified Instructlona! Aides 

3700 Local Retirement Systems 

3710 Certificated Teachers and Instructional Aides 
3720 Classified Employees 

3900 Other Benefits 

3910 Certificated Teachers and Instructional Aides 

3920 Classified Employees 

3930 Other Certificated Employees 

3950 Classified Instructional Aides 

4000 BOOKS, SUPPLIES AND EQUIPMENT REPLACEMENTS 

4100 Textbooks 

4200 Other ^ks 



4300 



Instructional Supplies 
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4400 



Instructional Media Materiafs & Supplies 



4500 Other SuppI ies 

4600 Studeni- Transportation Supplies 

4700 Food Expenses 

4710 Food 

4790 Other Expenses 
4800 Equipment Replacements 

Book and equipment replacements should be recorded separately. Supply expen- 
ditures may be maintained In that level of detail required for district man- 
agement. 

Supply expenditures cover commodities^ Including transportation and storage, 
to be used by the Institution. They consist of Items of (I) an eKpendable 
nature that are consumed^ worn out^ that deteriorate in use, or are easily 
lost or broken; (2) materials that have a relatively short life (less than 
two years); (j) articles that have the characteristics of equipment (See 
IV-I) but have a low unit cost and are frequently lost, broken, or worn out 
in normal use such as staplers, small tools, clocks and pencil sharpeners. 
Books, newspapers, and periodicals for general office and reception area use 
are included here. Also Included are office supplies, building supplies, etc. 
See Section IV for distinction between suppMes and equipment, 

5000 CONTRACTED SERVICES 4 OTHER OPERATING EXPENSES 

Professional fees encompass service performed by firms or individuals on a 
contractual or fee basis. Contractual Services include costs of rentals 
and leaste and all services including maintenance and repairs performed for 
the institution under express or tmplfed contracts Including labor, materials, 
and use of equipment. Membership, dues and subscriptions account for costs 
of Insti+utlona I mOTbership In professional organizations; dues and subscript 
tlons ar®' recorded here. 

Fidelity Bond Expense and all Insurance carried for the protection of the in- 
stitution should be included here. 

5100 Contracts for Personnel Services of Consultants, Lecturers^ and 
Others for Direct Assistance to Teachers, Students, or the 
Curriculum or Health Program 

Include Western Association of Schools and Colleges (WASC) reports and 
testing services. Record contracts for services provided by the county 
superintendent of schools, other districts, or private enterprise* 

5200 Travel and Conference and Other Expense Reimbursed 
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5300 Dues and Memberships 

Record the memibershlp fee of any district or college in any society* asso- 
ciation, or organization as authorized by Education Code Section 1071* 

Record The membership fee of the govern i ng board in any organization as 
authorized by Education Code Section 1071, 

5400 I nsurance 

5410 Fire and Theft 

Record expenditures for all forms of insurance covering the toss of, 
or damage to, property of the district from fire, theft, storm, or 
any other cause. Also record here costs for appra*sa!s of property 
for Insurance purposes* 

5420 Liability Insurance 

Record expenditures for Insurance coverage of the district, its offi- 
cers, and employees against losses resulting from property damage or 
pub I ic I labi I Ity. 

5430 Fidelity Bond Premiums 

Record expenditures for any bonds guaranteeing the district against 
losses resulting from the action of Its enployees, 

5440 Student Insurance 

Record expend itures for accidental death insurance and medical and 
hospital insurance for students* 

5500 Utilities and Housekeeping Services 

Record expenditures for water, fuel, light, power, telephone, waste dis- 
posal, laundry and drycleaning* and so forth. Include contriicts for these 
services* 

5600 Service Agreenents 

Record payments for rentals for, or leasing of, land, playground sites, 
postage meter, athletic fields, equipment, buildings, and contracts for 
transportation, maintenance, repairs to buildings or equipment, contracts 
with architects for repairs and other services not otherwise designated, 

5700 Legal, Election* and Audit Expenses 

Record assessments for other than capital improvements including state 
assessment for non-use of sltes^ record advertisements of bond sales and 
advert i stents required by law- record judgments, lawyer^s fees, election 
costs, audit costs and so forth. 
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NOTEs Assessments for capital improvements should ob charged to 
object classification 6100. Advertisements nof required 
by law# e.g. employment notices, should be charged to ob« 
Ject classification 5800, 

5800 Other Services and Expense for Administrative Dlstr ictv/ida 

Operation 

Record expenses for surveys, appraisals, and costs and Interest on loans, 
physicals^ fingerprinting, x-rays, damage to personal property, advertise- 
ments no+ required by law, postage stamps, etc. 

NOTE; Appraisals in connection with site purchases should be 

charged to object classification 6100, Sites and Improve- 
ment of Sites, 

6000 CAPITAL OUTLAY 

6100 Sites and Site Improvement 

61 10 Sites 

Record expenditures for each of the following: 

Acquisition of land and additions to old sites and adjacent ways* 
Include Incidental eKpenditures In connection with the acquisition 
of sites, such as appraisal fees, search and title Insurance, sur- 
veys, and condemnation proceedings and fees. If a site is not 
purchased after the appraisal or survey, record the expenditure 
in classification 5800, Other Services and Expense for Administra- 
tive Districtwide Operation. Include defriolition costs for removal 
of old buildings on newly acquired sitet, 

5120 Site Improvement 

Improvement of new and old sites and adjacant ways. Include such work 
as grading, landscaping, seeding, and planting shrubs and trees; con- 
structing new sidewalks, roadways, retaining walls, sewers, and storm 
drains; installing hydrants; treating soil and surfacing athletic 
fields and tennis courts for the first time; furnishing and Installing, 
for the first time, fixed playground apparatus, flagpoles, gateways, 
fences, and underground storage tanks that are not parts of building 
service systOTs; and doing demolition work In connection with improve'- 
ment of sites. 

Payment of special assessments. Include assessments against the dls- 
tr let for capital improvements such as streets, curbs, sewers, drains, 
and pedestrian tunnels whether on or off district property. 
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6200 Buildings 



Record costs of construction or purchase of new buildings and additions 
ana rep I acement of obsolete buildings, Including advertising; architect 
tural and enginearing fees; blueprinting; inspection service (departmenta 
or contract); tests and exam I nations; dOTolItion work in connection with 
construction of new buildings; installation of plumbing; Installation of 
electrical, sprinkling, or v-^arnlng devices; installation of heating and 
ventilating fixtures^ attachments, and buMt-In fixtures; and other expen 
ditures directly related to the construction or acquisition of buildings. 

6300 Books, Library and Media 

Purchased for new libraries or major expansions* 

6310 Library Books 
6320 Library Materials 

6400 Equipment 

Recorded here are expenditures for equipment defined as movable plant 
assets which can be used for a year or more without material change in 
form or appreciable impairment of their physical condition* This object 
classification includes such items as desks, chairs, vehicles, machinery, 
instruments, etc.; however, eqjipment replacement belongs in 4800, 

Record expenditures for initial and additional Items of equipTient, such 
as furniture, vehicles, machinery, motion picture film, video tapes, and 
furnishings that are not in"^agral parts of the building or building ser- 
vice system. Equipment fs defined in Part IV of this manual. Plece-for- 
piece replacements of equipment are reported in classification 4800, 
Equipment Replacements. Initial additional built-in ftxtures that are 
an Integral part of the buiidlng or building service system are reporfed 
in classification 6200| Buildings* 

5410 Audiovisual Equipment 
6420 Library Equipment 
6430 Food Service Equipment 

6440 Student Transportation Equipment Including New Buses 
6490 All Other Equipment 

NOTE^ A district may use day labor or force account, within the 
limits of the law (EC 15957), to Improve new or old sites, 
construct or improve buildings end fabricate equipment* 
The expenditures for such day labor or force account, in- 
cluding materials sholl be a direct charge to the Facili- 
ties Acquisition, ConstruGtlons and Equipment Program* 
Such expenditures may include salaries of maintenance 
personnel, object 2300; fringe benefits, object 3000j 
and necessary materials and supplies, object 4500, 
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6500 Lease*Purchase Ag regents 



This Is used to rm*or6 expenditures of a contractual nature which will, 
over a period oi time, lead to the addition of a plant asset to the In- 
stitution. 

7000 OTHER OUTGO 

7100 Debt Servlcs 

Debt service consists of expenditures for thv^ retirement of dabt, 
7130 Bond RedOTptlon 

7140 Bond Interest and Other Service Charges 

Record expend! tures for bond interest and bond and coupon service fees* 

7170 Expenditures for interest on debts, except principal and interest 
on current loans (money borrowed and repaid during the same fiscal 
year), 

7190 Other Payments 

7200 Outgoing Tuition Transfers 

Includes payment under I nterdi strict attendancB agrSOTents and other pro- 
grams specifically provided in the Education Code. 

7240 Tuition and Transportation of Students Attending Classes for 
Hand Icapped 

Record tuition and transportation costs of students attending classes 
for physically handicapped (EC 6806); educationally handicapped (EC 
6751); multiple handicapped (EC 6871); and mentally retarded (EC 6904 
and 6SI0) maintained by other districts. 

7250 Tuition for Regional Occupational Centers or Programs (Current 
Expense) 

Record tuition paid for current expense only, to regional occupational 
centers or programs operated by other districts, county superintendents 
of schools, and regional occupational centers operated under a Joint 
powers agreement. 

7260 Tuition for Regional Occupational Centers or Programs (Capital 
Outlay) 

Record tuition paid for capital outlay expense only, to regional 
occupational centers or programs operated by other districts, county 
superintendents of schools, and regional occupational centers oper- 
ated under a Joint powers agrewient. 
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Note that interdt strict payments for specific services ouch as health, ad- 
ministration, and instruction provided by on© district for another or for 
the transportation of students to the colleges of the district making the 
payment should be charged to the appropriate object expenditure classifi- 
cation applicable to such service. 

When such an mterd I strict payment is received, it must be accounted for 
and recorded on any financial reports as a reduction of the expense for 
such services. The gross amount expended, the amount recovered by pay- 
ments from one or more other districts, and the net amount of expense 
are desirable for local flnarisial cost studies, and costs should be avail- 
able for state reports if requested, 

730O Interfund Transfers 

Record the follovnng transfers^ 

7310 From the General Fund to the Child Development Fund 
7320 Between the General Fund and the Special Reserve Fund 
(EC 2I40I-2I404) 

7340 From the Bond Interest and Redanption Fund to the General Fund 

Record transfers of monies from the Bond Interest and Redemption Fund, 
after all principal and interest payments have been made, to the Gen-^ 
era I Fund or to the Special Reserve Fund (EC 22055-22056). 

7390 Other Authorized Interfund Transfers 

740O Other Transfers 

7410 From Funds of a Lapsed or Reorganized District to Another District 
(EC 2705) 

7500 Student Financial Aid 

This includes actual expend itures for student aid In the form of grants, 
fellowships, scholarships, tuition reduction, etc., are recorded. Pay-- 
ments to students for services rendered should be classified as salaries 
and wages rather than student aid. 

7900 Appropriation for Contingencies (formerly Undistributed Reserve) 

Appropriation for contingencies Is that portion of the current fiscal 
yearU appropriation that is not designated for any specific purpose 
but Is held subject to the intrabudget traniferi that Is^ transfer to 
other specific appropriations as needed during the fiscal year. No eK- 
pendlture shall ever be recorded under this classi f Icatloni It is an 
appropriation classification only. 
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ACTIVITIES 



Actual expenditures are to be classified by activity and by object within each 
activity* The state reporting form CCAF'-HI is based upon 37 discrete activi- 
ties. However^ the budget and accounting structure contains a number of sub- 
activities, resulting In a minimum breakdown of 53 activities. This makes the 
system nearly compatible, at the "subprogram" level, with the Programs Classi- 
fication Structure (PCS) developed by National Center for Higher Education 
Manag^ent SystOTs (NCHEMS) at Western Institute Commission on Higher Education 
(WICHE). Compatibility serves primarily two purposes; (I) enables districts 
to utilize tools which may be based upon PCS and (2) provides the capability 
for interstate and federal reporting if fhls occurs In the future. Therefore, 
while districts would maintain a breakdown of 53 activities, they will be re- 
quired to report to the state for Just the 37 activities* 

This is a minimum structure and districts may use additional actiyitles as are 
found to be useful* Some of the activity centers recorfflriended by the California 
Community and Junior College Association {CCJCA) Ad Hoc Committee may also be 
useful in district budgeting and accounting* Figure I I HI, pages 111-21, -22, 
and -23 presents a canparlson of (I) new structure, (2) previous public school 
accounting structure, (3) "activity centers" developed by the CCJCA committee, 
and (4) Program Classification Structure developed by NCHEMS at WICHE. 

This structure is designed for measurement of "Direct" costs of activities 
carried on by college districts. There is no attempt to define "Indirect" 
costs or develop ground rules for their allocation. Definition of such mea- 
sures as indirect costs^ fixed and variable costs, average and marginal costs 
must be predicated upon specific decision problems, and are described in Ap- 
pendix B, 

The instructional actlvltios are the major discipline categories of the Clas- 
sification of Instructional Disciplines CC|D), which was established and is 
updated by Academic and Student Affairs unit of the Chancellor's Office. The 
CID is a modification of the Higher Education General Information System 
(HEGIS) taxonomy developed by United States Office of Education (USOE). The 
CID is discipline oriented, removing the ambiguity between "terminal" and 
"transfer" inherent in the HEGIS. Consequently, CID may be used to classify 
courses and related student enrollments^ but not student majors or objectives 
in Community Colleges. 

The instructional activities include district resources directly used In pro- 
vision of Instructional services. Once a course is categorized within an acti- 
vity the staff and other resources directly required for Its conduct may be 
simijarly categorized. 

The NCHEMS PCS categorizes the major discipline divisions as "program cate- 
gories," Within the Instructional area thfe PCS defines several "sub-programs" 
as weM. These sub-programs are not totally applicable to the comprehensive 
Community College. The distinctions made ^re as follows: genera! acad^ic 
instruction, occupational and vocationa! Instruction^ special session instruc- 
tion, extension (for credit), and supplenientary services (tutorials, remedia- 
tion, short courses, and noncredit compensatory training). In addition, WICHE 
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defines community education In terms very similar to the Community Col lege 
adult class. The occupational vocational distinction Is based upon use of 
the "5000 series" of the HEGIS taxonomy. That series lo not entirely useful 
for purposes of the comprehensive Cofmunity College and there may be many 
VEA qualifying courses that would be categorized under the general academic 
area. 

All direct ©Kpenditures for Instructional purposes, both graded and ungraded^ 
will be reported In the 25 major activity categories of the CID, Activity 
measures will Indicate the level of various kinds of activities ?uch as adult 
classes, VEA qualifying classes, and others, (These measures are discussed 
In Part V. ) 



Instructional activities are as follows! 



U 1 00 


Ar^T3 i f^i li TTi iriC A Kirs ki a ti irs a i a^r^cc^ 

AGHILULTURE AND NATURAL RESOURCtS 


0200 


ARCHITECTURE AND ENVIRONMENTAL DESIGN 


0300 


REGIONAL STUDIES 


0400 


BIOLOGICAL SCIENCES 


0500 


BUSINESS AND MANAGEMENT 


0600 


COMMUN 1 CAT 1 ONS 


0700 


COMPUTER AND INFORMATION SCIENCE 


0800 


EDUCATION 


0900 


ENGINEERING AND RELATED FIELDS 


1000 


FINE AND APPLIED ARTS 


1 100 


FOREIGN LANGUAGE 


1200 


HEALTH SERVICES 


1300 


HOME ECONOMICS 


1400 


LAW 


1500 


LETTERS 


1600 


LIBRARY SCIENCE 


1700 


MATHEMATICS 


1800 


MILf.TARY STUDIES 


1900 


PHYSICAL SCIENCES 


2000 


PSYCHOLOGY 


2100 


PUBLIC AFFAIRS AND SERVICES 


2200 


SOCIAL SCIENCES 


3000 


COMMERCIAL SERVICES 


4900 


INTERDISCIPLINARY STUDIES 


5300 


APPRENTICESHIP 


6000 


INSTRUCTIONAL SUPPORT 



60XX Academic Administration 

60XX Course and Curriculum Development 

This activity consists of the admlnistrativa support and management of 
Instructiona! activities* Typically fncluded are deans of f nitructlonj, 
division chairmen, and their supporting staff* Coordinators, supervisors, 
and depar^ental chafnnen and their support would not be reported here 
but rather In the appropriate CID catagorles to which their efforts In 
(I) faculty supervision and evaluation and (2) coursep curriculum^ and 
budget development are directed* 
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Included here are such investments as division or institution-wide commit- 
tees and work in the faculty senate. 

Differences in the subfunctlons deal with whether resources are used for 
current operations (Acad^nic Administration) or primarily as investment 
In future Instruction (Course and Curriculum Development), Curriculum 
committees are an example of the latter^ even though some of their efforts 
is spent on current year course problems. 

6100 INSTRUCTIONAL SERVICES 

6IXX Library 
6! XX Media 

6 1 XX Museums and O&l leries 
6 1 XX Tutoring 

6IXX Clerical Services, whose prime duty is instruction, could be 
c I ass If led here. 

The library activity includes activities that directly support the opera- 
tion of catalog or otherwise classified collection of published material. 
Media services would exclude the audio equipment operation within a lan- 
guage lab (accounted under a CID category) unless the operation exists 
separately from the lab and provides similar services across the Institu- 
tion* Dial access centers and learning resource centers would be included 
In the Media services category. If teievislon facilities^ equipment, and 
personnel are providing general service to many disciplines, they are in- 
cluded under Media services, rather than any one C|D category. Museums 
and galleries are related to the collection, preservation, and exhibition 
of bis+orical materials, art objects* scientific displays, etc. Tutoring 
centers and tutoring conducted within specific instructional departments 
would be assigned to this category; however, expend itursi> (objects other 
than salaries and benefits) will be in the 5000 series of Other Operating 

6200 ADMISSIONS AND RECORDS 

Included In this activity are the resources devoted to student admissions 
and evaluation* transfer evaluations, reg t strat Ions, transcripts, degree 
certifications, and student records, statistics, and publications* 

6300 COUNSELING AND GUIDANCE 

This Includes the counseling service and career guidance for the student 
body. Excluded is any infortS^l counseling or "advising*- by teaching per- 
sonnel . 

§40© OTHER STUDENT SERVICES 

64XX Student Personnel Administration 

64XX Financial Aid Administration 

64XX Health Services 

64XX Housing Services 

64XX Student Transportation 
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student personnel administration Includes the dean or assistant dean of 
students and supporting staff engaged in the college or district wide 
administration of student personnel activities. Financial aid does not 
Include the dollars for actual grants and scholarships but rather the 
cost of administering such aid along with loans^ and determinations of 
financial need* (Actual aid payments would b© recorded under Transfers, 
7300.) Efforts at placing students In work would be included. Trans- 
portation is that Involved in taking students to and from the college 
and does not include field trips for courses or other specific purposes. 
The latter would be charged as an operating expenditure to the appropriate 
CID instructional category* Health services encompass those activities 
now included under the school accounting manual category 400, This In- 
cludes medical, dental psychiatric, and nurse services for students, 

6500 MAINTENANCE AND OPERATION OF PLANT 

This Includes all services required for the operation and maintenance of 
the Institution's grounds and facilities* utilities, building maintenance, 
grounds maintenance and related custodial services* EKcluded from this are 
expenditures for new facilities. 

6600 PLANNIf^ AND POLICYNWKING 

This consists of all central EKecutlve-level activities concerned with the 
management and long-range planning of the entire district, as contrasted 
to any one program within the district* Most prominent here Is executive 
direction, consisting of the governing board, the chief executive officer, 
and the senior executive officers Cetg*, col lege-wlde and distrlct^level 
management, Ipcludlng super Inteiidents, presidents, assistant super inten- 
dents or vice presidents and their staff). Also Included are those opera- 
tions devoted to legal services, analytical studies, and the planning of 
institutional budgets and facilities. 

6700 GENERAL INSTITUTIONAL SERVICES 

67XX Fiscal Operations 
67KX General Administrative 
67XX Logistics 
67XX Staff Services 
67KX Community Relations 

Fiscal operations Include budget control, audit. Investment accounting^ 
payroll, and managOTent of contracts and grants. General administrative 
services Include nonlnstructlonil data processing, personnel managOTent, 
and maintenance of employee records* (Instructional data processing such 
as computer assisted Instruction to the CID category related to the course. 
Just as would closed-circuit television used In teaching specific courses,) 
Logistical services Include campus security, fire protection. Insurance 
environmental safety, purchasing, warehousa and stores, the equipment 
pool and property manag^ent, and cofwnunlcations services such as repro- 
duction and printing. In addition, specffFc staff transportation services 
such as a garage and motor pool would be placed here, 
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staff lervlces are activities desfgned for tho convenlenc© of staff* 
In addition^ partlcipatFon of nonacadBmlc employeas on cofmnlttees such 
as CSEA would be included. Community relations Includ© such activities 
as malntalrifng relationships with the general community, alumni, or 
other constituents as well as development and fund raising. 

(The above categories encompass costs traditionally termed as the "current 
expense of education." With the ©Kceptlon of certain aKpendlturesi stu* 
dent transportation^ EOA, lease agreements, etc., this forms the basis for 
the "50 percent law" calculation In Education Code Section 17503.) 

6800 COMMUNITY SERVICES 

This Includes activities providing genera! public services to the community 
at large or special groups within the cowwiunlty. Included are such activi- 
ties as conferencei^ lecture series, tnitltutes, recreational activities, 
and civic centers. Specifically ^eluded are adult education classes for 
which state apportionment Is received. The latter would be recorded under 
the appropriate CID discipline category* Museums and galleries are In* 
eluded If funded from cOTnunlty service ta^. 

6900 ANCILLARY SERVICES 

69XK Food 
69XX Parking 
69XX Bookstore 

69XX Social and Cultural Development 
69XX Student Housing CDormltorfes) 
69XX Child Care Centers 

The firsf three subf unctions are self-explanatory* Social and cultural 
development includes student activities, such as the newspaper and asso^ 
clattons, Intercollegiate athletics, and Intramural athletics which are 
not a part of the physical education curriculumi Student housing activity 
would Include that devoted to the operation of dormitories and actual 
housing facilities by the collie. 

7000 AUXILIARY OPE^TIONS 

Included In this function are the specially funded activities (often 
termed "programs") which are not typica I ly associated either with regular 
Instruction or non instructional functions described above. Included are 
pr^rams such as EOPS, EIN, MDTA, Headstart, EOA, etc. Pesslble Indirect 
overhead from nonlnstructfonal functions which may "support" these pro- 
grams (general administrative services, logistical services, n»Intenance 
and operation of plant, etc^) would not be Included here* Also Included 
are activities Indepertdent of the Institution's mission such as operation- 
of commercial rental property for Income. 
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7100 BUILDING 

included In this function are the rasources and capital outlay ©xpendl- 
turas fiqul'^ed In diveloping campus physical facllltlos. Th© ©Kp©ndltur© 
objects reported for this function are listed under cBnItal outlay and 
differ from those used In functions devoted to currenv operations, 

7200 DEBT SERVICE 

7300 TRANSFERS 

7900 APPROPRIATION FOR CONTIWENCIES (formerly Undistributed Reserve) 

Appropriation for contingencies is that portion of the current fiscal 
year*s approprtetion that Is not designated for any specific purpose 
but Ts held subject to the fntrabudget transfar; that Is, transfer to 
other specif Ic appropriations as needed during the fiscal year. No 
expenditure shall ever be recorded under this class If teat Ion; It Is 
an appropriation cfasslf icatlon only. 
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ABATEMENTS OF EXPENDITURES 



Abatement of expenditure Is the cancel latlon of a part or the whole of a charge 
prevlouily made, usual jy owing to refunds, rebates, resale of materials origin-- 
al ly purchased by the district, or collections for loss or damage to dis- 

trict property* Abatement of expenditure applies to both current expense and 
capital outlay expenditures from all funds. Tuition receipts, fees, and rentals 
shall not be treated as abatement of expenditure. This definition must be ob- 
served In making all decisions as to whether a receipt Is to be reported as In* 
come or as an abatement of expenditure. 

The basic distinction that must be borne In mind Is that an abatement of expendi- 
ture must always represent a receipt that cancels a part or the whole of a deter- 
minable Item of previous expenditure* If a receipt cannot be substantiated as a 
cancellation of a specific expenditure. It must be reported as incofr©. 

The term receipt, as used here, Is to be considered as referring to the receipt 
of cash, except In those districts In which the accounting is on an accrual basis. 
Districts operating on an accrual basis enter an abatement of expenditure prior 
to the receipt of cash, that Is, as an account receivable. Adjustments between 
expenditure accounts to correct errors In the distribution of charges should not 
be considered as abatement of expenditure. 



ACCOUNTING INSTRUCTIONS FOR ABATEMENTS 

Receipts that represent cancellations of expenditures must be accounted os abate* 
ments of expenditures previously Incurred by crediting such receipts to the re« 
spective expenditure accounts, thereby eliminating any credit to Income accounts. 

Receipts representing abatements of expenditures must be accounted by abating 
the appropriate expenditure accounts during the fiscal year In which the receipts 
and the expenditures occur. In no case may receipts of a current fiscal year be 
accounted as abatements of expenditures of a prior fiscal year. If an abatement 
does not occur In the same year as the expenditure or a receivable has not been 
set up, the receipt should be shown as a receivable when It occurs and will, 
therefore, be an adjustment to the beginning balance. It shouldnot go Into 
either Income or expense. 

Abatements of expenditures must be accounted as such at the time that the receipts 
occur throughout the fiscal year by Immediately crediting the receipts to the 
appropriate expenditure accounts Instead of crediting them to any Income account. 

Except as the accounting Is matntained on a current basis In the records of the 
county superintendent of schools, the Community College district must report to 
the county superintendent at the end of the fiscal year on all abatements of ex- 
penditures. 

All appropriations, apportionments, subsidies, or grants-in-aid from any govern- 
mental unit must be accounted as Income receipts, not as abatements of expend iture. 
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use OF CONTRA ACCOUNrS 



Whenever abatements of any particular typ© are numerous, end aspaclally If 
considerable amounts are Involved, it Is recorrmended that the credits be made 
to a contra account Instead of directly to the expend I tyre account. The contra 
account should be identified as "Abatements of " Cfnserting the 

name of the eKpenditur© account to which It relates). It should be maintained 
adjacent to the corresponding expand iture account In the expenditure (or appro- 
priation) subsidiary ledger* The contra account wl 1 1 receive only credit en- 
tries for abatements* By this procedura, the undesirable features of a "mixed" 
account are avoided, and gross expenditure, abatements, and net expenditure can 
be deter/nlned easily at any time. 



RELATIONSHIP OF ABATEMENTS OF EXPENDITURE TO APPROPRIATION CONTROL 

Regardless of whether abatwients of expenditure are treated as direct credits 
to ©xpendlture accounts or as Indirect reductions of expenditure by the use of 
contra accounts as described under the preceding heading, the control of expen- 
ditures must be in terms of net expenditures. Districts that anticipate abate- 
ments of expenditure Items should prepare their budgets on the basis of net ex- 
penditures and attach supporting schedules Indicating the anticipated gross 
expenditures and the anticipated reduction by reason of abatements of such ex- 
penditures* 



PRINCIPAL TYPES OF ABATEMENTS OF EXPENDITURE 

The following receipts must be accounted as abatements of expenditures If re- 
ceipt and expenditure occur In the same fiscal yean 

U Receipts from sales of supplies and new materials at cost (a) to 
students for personal ownership (0*9*, art and shog materials)^ 
(b) to students by means of vending machines dispensing articles 
supplied by distrlctsi or (c) to other governmental units. In- 
cluding Community College districts. 

NOTE I Some of these sales may be credited to stores accounts Instead 
of being abated to expenditure accounts, depending on the local ac- 
counting methods mployed« 

2. Refunds of overpayments ta) from teachers and other wiployees; or 
(b) from vendors and other payees. 

3. Refunds for return of containers, oil drums, wire spools, and the 
like* 

4. Reimbursement of cost of repairs or replacement of damaged or lost 
property (a) from students, parents, or guardians for loss of books 
or damage to district property! or (b) from contractors or any other 
Individuals for damage to or loss of district property. 
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5. Refunds from a transportatfon compiny for Mnused portions of carfar© 
books, tickets^ and the like. 



6. Refunds of gasoline fax for nonhlghway use* 

7. Canealled warrants (not outlawed warrants). 

8. Receipts from sal©. In lieu of trade*ln of used equlpmant being 
replaced, such as automobiles, typewriters* and the like. 

9. Refunds of premiums or dividends on Insurance, 

10. Receipts from settlements of Insurance claims on account of building* 
supply, and equipment losses (a) of any arwunt received for loss of 
a building requiring replacement or reconstruction within the current 
fiscal year; or (b) any amount received on account of a loss of sup* 
pi ies or equipment. 

NOTE: The total amount recorded as abatement of expenditures made 
for repair or replacement of supplies or equipment losses shal I not 
eKceed the amount expended for this purpose during the same fiscal 
year. 

II Receipts from the sale either of .a portion of a new site or of 
bull dings or Improvements thereon. 

12, Receipts from subleasing an unused portion of premls,es that the 
district had to rent as a whole to obtain the portion desired for 
college purposes. * 

NOTEi Any amounts received In excess of the related expense shall 
be recorded as miscellaneous revenue (Income), and not as abatemants. 
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IV 



SUPPLIES, EQUIPMENT AND CAPITAL OUTLAY 



Distinguishing between supplies and equipment and between equipment and capital 
outlay Is frequently difficult* However, districts must correctly identify each 
expenditure to maintain necessary accounting uniformity* 

Determining whether an Item is equipment or supplies can be determined by the 
length of Mme it Is serviceable and its contribution to the plant value. Sup- 
pi itS are consumed and replaced without Increasing the value of physical pro^ 
per+ims of the district. Equipment has relatively permanent value — its purchas 
increiises the value of district physical property. 

Expenditures for equipment, imporovement of sites, and building are usually 
charged as capital outlayj those for supplies, as current e>cpense» The original 
purchase of equipment or of capacity^eKpandlng equipment is recorded in object 
classification 6400| eKpenditures for replacement of equipment are charged to 
4800. 

All Community College districts should use the same criteria for making these 
decisions. 



Criteria to Distinguish Supplies From Equipment 

Supplies are ©Kpendable, consumed or worn out, deteriorating In use, or easily 
broken, damaged, or lost. Examples^ paper, pencils, cleaning materials, nails, 
scissors, test tubes, thumbtacks, and keys. 

Items with relatively short service life and replaced frequently are charged as 
supplies. Examples: brooms, chamois, and rubber stamps. 

Some articles do not belong to either of these groups. They have characteris- 
tics of equipment but low unit cost, are frequently lost, broken, or worn out 
and replaced in normal use. To obtain uniformity, the classifier should assign 
items to the various classifications on the basis of the answers he must give to 
questions in the following list which pertain here. If the answer to any one of 
these five questfons Is yes, the Item should be classified as a supply, and 
recorded under object classification 4000 except for classification 4800, 
Equipment Replacement. If all answers are no, the item should be classified 
under object classification 6400. 

1. Does the item lose Its original shape and appearance with use? 

2. 1$ it consumable, with a normal service life of less than two years? 

3. Is It easily broken, damaged, or lost In normal use? 

4. Is It usually more feasible to replace it with a new unit than repair 
It? 

5. Is it inexpensive having the characteristics of equipment? Does the 
small unit cost make l^t inadvisable to capitalize the Item? 
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Criteria for Identifying Capital Outlay 



Capital outlay ©xpendltures result In acquisition of capital assets or additions { 
to capita I assets. These ©Kpendlturei are for sites; improvement of sites* 
buildings or their tmprovwientj and purchase of Initial or additional equipment. 

Equipment (6400) includes movable personal property of a relatively permanent 
nature and/or of significant value* EKamplesi furniture^ machines, musical 
Instruments and vehicles. 

Nonconsumable articles generally classified as supplies should be classified as 
equipment If they are purchased to start or expand materially the equipping of 
another facility. Equipment constructed by district ^ployees should record the 
cost of the materials and labor as the total cost of the Item produced. 

New sites and Improvement of sites (6110, 6120) includes acquisition of land* 
Improvement of new and old sites and adjacent ways^ and acquisition of physical 
property of a pemanent nature attached to land. Examples^ land, curbs, grad- 
ing, playground surfacing, retaining walls, sidewalks, storm draih systms, 
landscaping, driveways, parking lots, fixed playground apparatus, and flagpoles. 

Building (6200) includes new construction. Improvements and remodeling, fixtures, 

and service systems. Construction or purchase of new buildings and additions, 

includes advertising costs, architectural and engineering fees, blueprints, 

inspection, tests and examinations, demolition, razing of existing obsolete 

or old buildings to clear sites for new buildings, building fixtures and 

service systems, and any other expenditures directly related to the construction 

or acquisition of buildings* | 

Also included are alterations, remodeling, renovations, and replaCOTent of bui Idl- 
ings In whole or In part. Such improvements Include replacing existing building 
units or construction improved or superior units, usually resulting In more 
efficient or longer* lasting property* Significant improvOTent should be con- 
sidered a capital outlay. 

Improvement of buildings must be recorded under object classification 6200, 

Fixtures Include attachments to buildings that are not subject to transfer or 
removal, presumably function as an integral part of the building, with a fairiy 
long and useful 1 1 fa. Such fixtures are general ly accepted as re^l property and 
lose functional identity as separate units. 



Service SystOTS 

Service systems serve a single function throughout a bulldlngi are* usually 
Included as a part of the original construction or subsequently a^dedj are an 
integral part of a buildings and are expected to have a long and useful life. 
Such systems are generally accepted as real property and losejdenflty as separ- 
ate units. Examples I Intercommunication systems or air-conditioning syst^s. 
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To b© classified as either a building future or a service systwi, an item must 
conform to five criteria i 

I. Attached permamantly to the building i 
2* functions as part of the building, 

3. removal of the it«n results In appreciable damage to the building or 
impairs the designed use of the facility, 

4. is generally accepted as real property (not personal property), and 

5. loses identity as a separate Unit. 

Fixed assets can be acquired by purchase^ rental, lease, or lease with option to 
purchase. Purchase of a fixed asset Is charged as any other purchase for which 
title passes upon receipt of payment. 

Rental of a fixed asset does not increas© the assets of the district and there- 
fore is not capital outlay* Rentals ar^ charged to 5600, ©xcapt for equipment 
rented tor specific capital outlay projects (e.gt, a tractor for a major land- 
scaping project). The latter should be added to that project as a capital 
expend iture. 

Lease of a fixed asset where title does not pass to the district Is charged to 
5600. 

Lease with option to purchase a fixed asset Is charged to 6500, 
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ACTIVITY MEASURES 



Activity measures are to be reported on CCAF-MI (Appendix A-l), 

Activity measures Identify the rasources used In each of the activities carried 
on by the college or district. These data provide the overt explanation of 
expenditure levels and the basis for decisions related to the ''Interna I or 
technical efficiency" of the Community College operation. It Is possible* for 
example, to examine the efficiency of registration and admissions or plant 
maintenance activities from year to year or cOTpared to other . Institutions 
with similar activities. Objective activity measures (such as applications or 
students processed) provide the capability to evaluate internal college effi^ 
ciency and explore alternative arrangements for increasing that efficiency. 

Instructional activities (listed In the C|D) may be measured by a number of 
traditional Indices. This Is not true for non instructlona I activities such as 
maintenance of plant and library for which measures will be developed later with 
the assistance of college personnel. 



INSTRUCTION 

Separate activity measures are r^orded for each of 25 major discipline divi- 
sions of the CID, The measures are as follows* 

Full -Time Equlvaient Staff, for the following staff typess 

Cert If icatedi Regular Schedule, Teaching 
Certificated* Regular Schedule* Nontaaching 
Certificated, Other, Teaching 
Certificated, Other, Nonteaching 
Classified, Classified Service, Non Instruct I on 
Classified, Classified Service, Instructional Aid 
Classified, Other, Non Instruction 
Classified, Other, lnstruc"Mona I Aid 

'*Full^tIma equivalency" (FTE) is determined by each district. Common practice 
Is. to specify a certain number of "teaching or lecture unit ©quivalencles" 
(TUE's or LUE's) as the full-time assignment of an Individual faculty member 
on contract under the regular certificated schedule. Each TUE or LUE Is based 
upon one hour of lecture or one hour of laboratory weighted by a factor of 
less than one (depending upon district or college policy). 

The basis for developing FTE for Certificated, Other would be the same LUE or 
TUE policy used in the district for faculty on regular contract, 

FTE measures for Classified staff in the Classified Service also r termlned 
by each district. Again, PTE's for hourly, part-^tlme or others nc i the 
classified service would be the same basis as for those In the service. 
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This involves, for each C!D discipline division, recording tht number of 
students In each course sections, graded and ungraded, taught In the Initruc- 
tfonal program of the district. Section siz© is detarmlnsd as of (I) census 
week in graded courses or (2) the actual average over the term or 1/5 of the way 
Into the term for nongraded courses* (Community service coursas would be excluded. 
The mean and^ at least, the following distribution would be recorded i 

Number of courses with 0 - 5 students 



6 - 


10 


II - 

21 - 


20 
30 


31 - 


40 


41 - 


50 


51 - 


75 


76 - 


100 


than 


100 



Course s, ( number )_ 
Sections (number) 

Weekly Facultv Contact Hours (WFCH) 
Weekly Stude nt Credit Hours TWSCrH) 
Weekly Student Contact Hours" (WSCH) 

In all instances of measuring course activity (whether It be students^ faculty, 
number of coursas, etc,)* measurement would be made at census time^ i*e*, fourth 
week of semester or quarter* second week of sumer or one-^fifth of the way into 
any other irregular term. In each case the measurement unit relates to the term* 
Thus^ WSCH would be weekly semester or quarter term student contact hours for the 
year^ Measures for summer and other irregular terms would be converted to semes- 
ter or quarter equivalents: weeks In term/l6, 17, 18 — as appl'oprlate — for 
semester system colleges or weeks in term/I I, 12* 13 — as appropriate — for 
quarter system colleges. 

These measures would be recorded for each of the 25 CID major discipline divi- 
sions* In addition* the measures would be recorded for the following course 
types: 

I p Graded Classes 

2, Adult (Nongraded) Classes 

L Vocational Education Act (VEA) Qualifying 
2. Not VEA Qual ifying 

(Based upon criteria In Cal Ifornla State Plan for Voc ationa I Education ) 

1 , Regular Term 

2. Summer or Special Session (reported for fiscal year In which 
session is completed.) 

L Day (starting prior to 5 p*m,) 
2* Evening (starting after 5 p,m,) 
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1 , Lecture 

2 , Laboratory -Act 1 v 1 ty-D I scuss 1 on 

3, CTOrdlnatad Instruction Systwis 

Coordinated Instruction Systms coursas may Includ© activity beyond Just the 
state approved programs, and In which a variety of teaching methods are uti I I2a&, 
including mechanical and ©Isctronfc devices, s© I f-^ instruct lona ! material and 
other similar teaching techniques* 



NON INSTRUCT I ON 

FTE Staff measures similar to the instruction activities should be used for 
non instructional functions, excepting certificated Individual whose contract 
Is based upon 12 months* employment and who raprtsents I FTE* (This contrasts 
with the 10-month employee, who works 12 monthi, whose salary Is based upon ^ 
factor applied to the 10-month rate, and who represents 1+ FTE,) 

Activity measures for non Instructional functions are to be developed. 
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GENERAL AND SUBSIDIARY LEDGER ACCOUNTING 



General ledger accounting Is reconmianded^ though not required. 

This discussion of general ledger accounting, prepared initially for elementiry 
and secondary schools^ is applicable as modified to Coffflnunlty College budgeting, 
accounting and reporting. 



Definition of General Ledger AccQunt I ng 

A general ledger is a basic group of accounts in which are recorded in summary 
or In detail all transactions of a fund. Each fund should have its own records, 
including a se I f-^ba lancing general ledger and subsidiary ledgers as needed, rm^ 
gardless of how small or brief such ledgers may be. This should not be construed 
as necessitating separate binders for looseleaf ledger pages or separate trays 
for machine-posted ledger sheets i the physical separation achieved by division 
leaves or guides is sufficient If the se I f^ba lancing principle Ij maintained for 
each portion* 



General and Subsidiary L edgers 

Ledgers are comprised of accounts* An account Is a device, usually a separate 
page, sheet, or card for the accumulation of debit and credit postings and the 
determination of the excess of debits or credits, known as the debit or credit 
balance, respectively. Accounts usually provide for the columnar showing of date 
and posting reference and often for some description of each posting. Accounts 
usually have separate columns or fields for debits, credits^ and balances. 

All accounts may be carried in a single ledger. Proof of the accuracy, complete- 
ness, and balanced condition of accounting can be achieved by trial balance, which 
should be taken frequently, at least monthly. Other means of verifying account 
balonces should be utllUed regularly. For example, the balance of the account. 
Cash In County Treasury, should be reconciled with the records of the county super 
intendent of schools or of the county auditor on a regular, periodic basis* (The 
county treasurer's records normally show a larger balance, the difference repre* 
senting warrants not yet honored.) The account, Revolving Cash Fund, can be veri- 
fied by making a courit of cash and receipts for disbursements. Other accounts are 
susceptible to proofs of various kinds. These checks or proofs should be employed 
regularly. 

Accounts named here art needed by most districts. However, certain accounts may 
be of little use to some small districts. On the other hand, there are specific 
divisions of certain accounts useful to large urban districts. For example, 
large districts employ workmen for maintenance, alteration, and minor construe^ 
tion» Proper accounting of labor and material for Job accounts and work orders 
each fiscal year requires a Work-' In-Process or similarly named account, maintained 
On the encumbrance basis. 
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If ledger accounts become too numerous, it is more difficult to apply the trial 
balance proof. Accounts of similar nature are removed to a subsidiary ledger 
with substitution of a single controlling account in the General Ledger* Two 
subsidiary ledgers with controlling accounts are explained here. Other examples 
of controlling accounts for which subsidiary ledgers Cor comparable supporting 
detail) should be maintained include the following^ Accounts =^v©ceivable. In- 
vestments in U.S. Securities, Stores, Prepaid Expense, FiKed Assets (four kinds 
of property). Currant Liabilities, and Reserve for Encumbrances* 

Accounts pertaining to income may be maintained in the General Ledger* Analysis 
by source should parallel the pattern of the district budget forrri, using an ac- 
count for each source, A subsidiary ledger Is often desirable. Each account 
should contain two parts — actually two accounts- The first part should be 
used for estimated Income, The second part should be used for actual income. 
The amount by which estimated Income balance (debit) exceeds the actual Income 
balance (accumulated credits for the year to date) represents unrealized income: 
the anticipated annount for the remainder of the fiscal year. Actual income in 
excess of estimated income signifies an underestimate. The two portions of the 
severa' income ledger accounts are controlled by General Ledger accounts, Estl-^ 
mated Income and Income. 

Accounts pertaining to appropriations and expenditures are maintained only in 
the General Ledger. However, the required classes of expenditure are suffic- 
iently numerous to Justify the establishment of a subsidiary ledger. Further, 
the statutory requirement for appropriation control of expenditure is facili- 
tated by use of a special form which is not suitable for General Ledger accounts. 
This subsidiary ledger is usually called an Appropriation Ledger which contains 
a minimum of two partst for appropriation (credit) and expendlturei (debit). 
Expenditures are limited by appropriations with respect to the major classes of 
expenditure. 

Expenditures are classified in two ways within the subsidiary ledger: in detail 
by activity and In summary by object of expenditure. For example, instructional 
supplies would be posted to each using activity then subtotaled to the object 
account for control. The total of all of the object accounts would support the 
subsidiary entry in the General Ledger. 

Every proposed expenditure should be compared with the unencumbered balance (ap- 
propriation minus expenditures and encumbrances) of the proper account to deter- 
mine whether the balance is adequate. Expenditures include not only those items 
for which payments have been made but also those that have become current Mabilit 
There often are appreciable delays between the time that goods or services are 
received and the time of expenditure posting. The Interval between authorization 
and consumatlon of an expenditure may be even greater. For these reasons, recog- 
nition must be given to all outstanding commitments against each appropriation 
account when considering expenditures* This is accomplished by Informal methods 
in relatively small districts. For large districts, the encumbrance accounting 
method is generally used so that each proposed expenditure is compared with the 
unencumbered balance (appropriation minus expenditures and encumbrances). The 
Appropriation Ledger accounts are controlled by General Ledger accounts deslg'- 
nated as Appropriations, Expenditures, and Encumbrances, respectively. 
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Trawftlrs +*4lf ioh and the like are not classed as expenditures in the strict 
meaning of the term; hov^ev^r, transfers should ba accounted for in the Appropri- 
ation Ledger* Appropriation for Contingencies fs an appropriation that should 
be carried in the Appropriation Ledger although no expenditures should ms/er be 
charged to that categary. General Reservi should bt a General Ledger account 
only. Stores is a General Ledger account. 

Appropriation control is not necessarily maintafned for a! I of the subordinate 
accounts for which expenditure analysis is desired. 

The accounting pf income and of expenditures, as currentfy practiced In most dis- 
tricts, IS on a cash basis during most of each fiscal year. At the close of each 
fiscal ysar^ modification Qf a cash record is required by the entry of current 
liabilities^ represeriting expenditures incurred during the fiscal year. Similarly, 
at the end of the year* #ntry of accounts recelyable, reprasenting income accrued 
during the fiscal year* is requi red* Not all inconie that has theoretically ac-- 
crued is required to be entered as receivable. For example^ ta><es levied but un- 
co^lected are not requtred to be set up as receivable for the preparation of state 
reports* Since a considerable part of the accounting is very nearly on a cash 
basis and since the year^end modifications do not constitute the full accrual of 
certain Income, the term fnodified cash basis may be einployed as descriptive of 
accounting practices as currently authoriied. 

Standard commerlcal forms including those for both general and subsidiary ledgers 
as wel I as specialized forms such iS those for the Appropriation Ledger are suit- 
able In many cases for either rtianually or mach Ine-posted accoun+s. Accounts may 
also bo maintained by coniputer* 



Genera 1 Ledger A ccounts 

All General Ledger accounts conimQnIy required for Corwiunity Coliege accounting are 
listed hers in the foi lowing Chart of Accounts, WhlUj;all of these accounts are 
pertinent to the General Fundi they also may be applicable to the several other 
funds which a district may fnaintalhp Brief eKplanatlons concerning the use of the 
accounts are given In each case^ and In some cases conifnents regarding the signifi- 
cance of debit or credit balances of such accounts are also included* ■ 



Certain accountsi such as Revo lying Cash Fund, Cash Col lections Awaiting Deposit, 
Investments in UpS. Securities* Accounts Receivable, Stores, and Prepaid Expenses, 
are provided especially for use by large districts and may be gmltted by smal I 
districts if they are not needed* 




Chart of Accounts 

Normal 

Assets Balance 

9110 Cash In County Treasijry Dr 

9120 Cash in Bank(s) (Education Code Section 5758 or 7405 only) Dr 

9130 Revolving Cash Fund (Education Code Sections 21301-21305) Dr 
9140 Cash Collections Awaiting Deposit (Education Cod© Sections 

17152-17207) Dr 
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9150 


1 II f ill^n 1 ^ 111 U • ^ 1 DwilUs> €3 1 wvs 1 ^ CyUwa i 1 Un WwU@ 






Section 17203) 


ur 


9160 


r%\i>WWMII 1 3 rs^ww 1 Vow 1 s 


ur 


9170 




Ur 


9180 




Ui 


9210 


^ 1 W 1 @P 


hr" 
Ul 


9220 


r 1 ops 1 ^ c/^p^llscpb 


ur 


9300 


\j ! I iGl Wu 1 1 51 1 1 rtSSw i ^ 


nr 
ur 


9310 


Assets Froien 


Dr 


9400 


Fixed Assats 


Or 



Llabl! Itles 



9510 Accounts Payable (Current Liabilities) Cr 

9520 Due to Other Funds Cr 

9530 Temporarv Loans Cr 

9540 Deferred I ncome Cr 

9550 Loans Receivable ^ S+udent Cr 



Reserves 



9610 Reserve for Working Capital . Cr 

9620 Reserve for Encumbrances Cr 

9630 Genera I Reserve Cr 

9690 Investment In Fixed Assets Cr 

Fund Balances 

97i0 Unappropriated Fund Balance Cr 

Bydgetary and Control Accounts 

9810 Estimated Incorne Dr 

9820 Appropriations Cr 

9830 Encumbrances Dr 

9840 Income Cr 

9850 Expenditures Dr 

Non-Operating Accounts 

9910 Suspense Clearing Dr 



Definitions of^ and eKplanatory notes aboutp the accounts listed In the Chart 
of Accounts follow: 



9000 ASSETS, LIABILITIES, AND FUND BALANCES 

9100 Cashji Investments^ and Receivables 



9110 Cash In County Treasury* Beginning cash balance, plus al I 
monies deposited in the county treasury less disbursements. 
Included herein are al I anfiDunts added or deducted at the 
county level . 
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9120 Cash In Bank(s). Indicated baiances in separate bank accoiints 
for Adult Education Incidentals, Collegi Farm accounts, and 
Cafeteria accounts it maintained by the district (EC 5758, 7405, 
\ and 17053). 

9130 Revolving Cash Fund. (DA recording of the establishment and 
maintenance oi a cash fund for the use of ths chief accounting 
officer or other designated official of the district In accord* 
anca v^lth EC 21 301-2 1505, 21320, 21330 and 2i33U This fund Is 
simi lar in use and control to accounts known as Petty Cash. 
Once this fund Is established, it should be carried Indafinitily 
in the Sensra ! Ledger and shown In al I balance sheets and budgets 
until abolished. The amount recorded v/ill vary only through In- 
crease or decreasi In the total aTOunt approved for the fund. 
It should bs noted that the Revolving Cash Fund la a reservation 
of cash within an already established fund and Is not to be con- 
sidered or accounted for as a separate fund or en+^Ity. (2) A 
sum of n^onsVi either In the forfrt of currency or a special bank 
accotint; Sit aside for the purpose of making change or Immediate 
payments of srtiall arncunts* The Invoices for these paymants are 
accufiiu lated and the fund is refmbursed from dfstrlct funds, thus 
maintaining the fund at the predetarmined afT^unt* 

9140 Cash Co! lections Awaiting Deposits Receipts not yet deposited in 
the county traasLiry^ Including any monies In bank clearing ac* 
counts awaiting deposit In the county treasury (Equcation Code 
Section 17204), 

9150 Invastmenti In IJ^S, Bondi. Securities Issued by the United State 
Government In which n^oney Is Invested* Investments are carried 
on books at cost (Education Code Section 17203), 

9160 Accounts Receivable. Amounts due from private persons > f Irftis or 
corporations^ or governmental unlts^ eKcluding amounts due from 
other funds of the district. Including amounts billed but not 
received* 

9170 Due frofn Other Funds* Amounts due from other funds of the 
district* 

9180 Student Loans Receivable* Loans to students under federal loan 
prog rams . 

9200 Stores, Inventories^ and Prepaid EKpenses 

9210 Stores. Amounts of nnaterials, supplies, and possibly certain 
equipment kept In a central warehouse and not yet charged to 
expend ituris (se© Part V of this manual )• 

9220 Prepaid Expenses, Amounts of payments made In advance of the 
receipt and uti llzatlon of services. Prepaid insurance pre- 
miums are Illustrative, That portion of the premium paid In 
advance for coverage beyond the current fiscal yeflr Is charged 
to Prepaid EKpenses. Adjustments to this account In the suc- 
ceeding fiscal ymarB apportion the premium over the period 
covered. 
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9300 Other Current Assets , Asstts that ore aval lable or can be made 

readily avaMable to meei- the cost of operations or tp pay current 
liabilities, ^ 

9310 Assets Froien, Funds withheld until certain legal raqul rements 
are m©t (e.g., funds v^ithheld under provIsFons of Education Code ' 
Sect Ion 17503). 

9400 Fi^ad Assets . Assets of a permanent character having conttnuing 

"valu€| e.g. p land^ buildings, machinery^ furniturei and other equip- 
mant. The term capital assets Is sometimes used in the same sense, 
but fixed assets Is preferred- 

9410 Land 

9420 Improvement of Sites 

9430 Bui I dings 

9440 Equipment 

(Refer to object classification 6000 for definitions of 
th© above four accounts •) 

9450 Work in progress* An asset representing the valu%.of partially 
completed work. 

9500 Llab i I it les , Legal obi igations^ exclusive of encunibralicas, that are 
unpaid, 

9510 Accounts Payable or Current Liabilltiei. . Amounts due to private 
persons^ firms^ corporatl onsj or govarnrnental units for services 
or goods received prior to the and of the fiscal yBmr, excluding 
amounts due to other funds of the district. Includad are unpaid 
salaries and payroll deductions not yet remitted. Accounts pay- 
able refers to amoiirits that areJ oe and payable within a rela* 
tiyely short period of time, usually not longer than a year* 

9520 Due to Other Funds, Amounts due to other funds ¥tflthln the district. 

9530 Temporary Loans, Short-term obligations representing amounts 

borrowed for short periods of time and usually evidenced by notes 
payable. They may be unsecured or secured by specific revenues 
to b© collected^ such as tax anticipation notes. 

9540 Deferred Income. A liabMity account for monies received that 
are unearned at a given date, but that will be included in In* 
come^ as earned , in subsiquent periods* 

9550 Student Loans Receivable (Overdue) - Loans which are currently 
I n defau It, 
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9610 Reserve 4Qt Working Capital. An account se+ up to reflect the 
v^lue of working capital accounts such as Stores, Prepaid Ex- 
penses, and Revolvlni Cash Fund, A+ thf, bagrnning of the fis- 
cal year-; this account is credited with the sanie amounts set up 
as debits to the previously described asset accounts* At the 
close of the year, it Is adjusted to reflect the net Increase 
or decrease during the year In these amounts • 

9620 Reserve for Encumbrances, A reserve set up out of appropriations* 
The encumbrance procedure may be either a memorandum or a formal 
procedure* Under the memorandum procedur©^ only one account^ Rs-^ 
serve for Encumbrancas, Is required* During the year this account 
is a reserve set up out of appropriations. At year-end the out- 
standing orders may be recorded as a reservation of surplus. Under 
the formal procedure, a second account, Encumbrances, Is needed. 
The encumbrance is an offset to the Appropriation Account and may 
be closed against the account at year-end. 

9630 General Reserve. An account In which the budgeted reserve Is 
recorded^ necessary so that cash may be made available during 
that period of the fiscal year when taxes and sta+e funds have 
not yet become available (EC 20604). 

9690 Investment In Fixed Assets. The book value of flMied assets, 

9700 Fund Balance, The differenca between assets and M abilities, 

9710 Unappropriated Fund Balance, That portion of a fund balance that 
is not segregated for specific purposes* All assets and estimated 
* income available for appropriation are credited to this account. 
Genera! Reserve, budgeted appropriations, and oth€r obligations 
are debited. The net value of the accoun+ represents the unappro- 
priated fund balance, 

9800 Budgetary and Control Accounts 

9810 Estimated Income, All income estimated to accrue during a given 
period whether It is all collQcted during that pel^Iod or not. 
This account will be a separate control account \ti the General 
Ledger and will include all Income estimated to accrue during the 
current fiscal year, 

9820 Appropriations, Authorization granted by the BoaM to make e/<pen-^ 
ditures and to Incur obligations for specific purposes and amounts 
within a given periled. This account represents the total of the 
authorizations and is used as a control account In the General Led- 
ger, 

Details are recorded In the subsidiary Appropriations Ledqeri as 
encumbrances and expenditures are made, they are aharged against 
appropriations in the subsidiary Approprtatlons Ledger, leaving as 
a balance the amount that may still be encumbered and expended. 
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A portion of the current fiscal yearns appropriation that is not 
appropriated for any specific purpose but is held subject to Intra- 
budget transfer may bo recorded in an account titled Appropriation 
for Contingencies, This subtudiary account will be closed at year- 
end in the same manner as all othesr appropriation accounts. This 
appropriation Is used only for emergency transactions that were not 
anticipated in the original budget process. 

9830 Encumbrances. Obligations In the form of purchase orders, con- 
tracts, salaries, or other commitments that are chargeable to an 
appropriation and for which a part of the appropriation is re- 
served. Encumbrances are liquidated when the obligation Is paid 
or when the actual liability is set up. This control account 
represents the total amount of the appropriations that has been 
earmarkad for expenditure for specified purposes. 

Details of encumbrances by classification or account are recorded 
in the same subsidiary Appropriations Ledger In which eKpenditures 
are recorded. 

9840 Income. Additions to cash or other current assets that do not 
reduce any other asset, nor increase any liability or reserve, 
nor represent the recovery of an expenditure. To the extent 
that the accounts are kept on an accrual basis, tKe term income 
refers to all Income that accrues during a given period whether 
it is collected during the period or not. This account will be 
a separate control account In the General Ledger. 

9850 Expenditures, A control account that includes to+al expenditures 
by warrants as well as amounts deducted at the county level. If 
accounts are maintained on on accrual basis^ all charges incurred, 
whether paid or not, are Included-. For accounts maintained on a 
cash basis, only actual disbursements are Includei 

Details of expenditures by classification or accounts are recorded 
in the subsidiary Appropriations Ledger. 

9900 Nonoper ating Acco unts 

9910 Suspense Clearing. An account that carries charge or credits 
temporarily pending to the determination of the proper account 
or accounhs to which they are to be posted and that may be used 
for posting of amounts not yet analyzed to decide if they should 
be income, expenditure, or abatement* Charges that must be allo- 
cated or prorated may be posted In this account until such alio- 
cation or proration can be calculated. This account must zero 
balance at the close of the fiscal year and should be reviewed 
month ly. 



General Ledger Procedures 

Certain procedures should be followed In opening and maintaining the General 
Ledger. 

Rev, 4/76 VI -8 



ERIC 



opening +h8 General Ledger: 



In opening the General Ledger for the first time, care should be taken to use 
the proper accounts and amounts. These are usually avaflable from either the 
county superintendent of schools or the county auditor, 

Deternii nfng Asset, Liabil!ty, and Unappropriated Fund Balance Values, One of 
the first steps in opening the General Ledger Is to list each fund's assets by 
title and amount with the total, as in the following examples 



Account 


Assets 




91 10 


Cash In County Treasury 


$ 95,042.67 


91 20 


Cash in Bank 


0 


91 30 


Revolving Cash Fund 


500.00 


91 40 


Cash Collections Awaiting Deposit 


24. 17 


9150 


Investments in U.S. Bonds 


0 


9160 


Accounts Receivable 


1 ,597.88 


91 70 


Due from Other Funds 


694.39 


9! 80 


Student Loans Receivable 


5,000.00 


9210 


Stores 


0 


9220 


Prepaid Expenses 


1 ,572.38 


9310 


Assets Frozen 


0 




Total Assets 


$104,431 .49 



A similar list Is then made of the fund's liabilities^ 
Account LlabI 1 1 tf es 

95 10 Accounts Payable $ 9^763,45 

9520 Due to Other Funds I |3,I8 

Total Liabilities $ 9/876.63 

Now the total liabilities are subtracted from the total assets, and the differ-- 
ence is labeled Unappropriated Fund Balance in this mannen 

Account 

Total assets $104,431*49 
Less: Total liabilities 9^876*63 

* 9710 Unappropriated Fund Balance $ 94,554,86 

This information is now used to prepare an opening Journal entry. This opening 
entry is usually made on a form known as a General Journal Entry Form, listing 
accounts affected and showing In separate columns the amounts to be posted later 
to the General Ledger as debits or credits* A complete file of these forms, 
either bound in a book or collected In some other file, makes up the General 
Journal* 
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Preparing the opening General Journal entry, Th© opening General Journal entry 
i s made as fol lows: 



J I ; 

Date 



Account 



Debit 



Credit 



9110 Cash in County Treasury 
9130 Revolving Cash Fund 
9140 Cash Col lections Awaiting 



$95,042,67 
500.00 



Depos i t 



24. 17 
1,597.88 
694,39 



9160 Accounts Receivable 

9170 Due from Other Funds 

9180 Student Loans Receivable 

9220 Prepaid Expenses 

9510 Accounts Payable 

9520 Due to Other Funds 

9710 Unappropr i died Fund Balance 



5,000.00 
I ,572.38 



94,554,86 
$104,431 .49 



$ 9,763,45 
113.18 



$104,43! .49 



To record asse^rt, liabilities and unappropriated fund 
balance for the first time as of July I, 1974 



Several points should be noted as Illustrated in the preceding General Journal 
entry. First, no account is opened that is not needed. For example, no amount 
Is shown in the original list of assets for Cash in Bank, Stores, or Investment 
In U.S. Bonds. Therefore, no account was opened for any of these assets. Should 
a need arise later in the year for any of these accounts, the account may be 
opened at that time. 

The second point to note is that the total of the debit amount equals the total 
of the credit amounts. This must always be true of any Journal entry. Care 
exercised at this time In assuring the equality of debit and credit totals will 
avoid difficulty with the General Ledger later on. 

Another point to note Is the layout or "form" of the entry itself. The debit 
accounts and amounts are placed to th© left, and the credit accounts and amounts 
are placed to the right. This Is usual bookkeeping practice. 

A final point is the description of the entry. This Is the explanation of what 
Is bGing done by means of the entry. In the illustration, the exp lanat i on shows 
that this entry records for the first time the assets, liabilities, and unappro- 
priated fund balance of the fund as of July I, 1973. Some description Is always 
necessary in a General Journal entry. When at a later time entries are made from 
other sources such as payroll listings, warrant registers, and the like, eKplana- 
tlons are usually unnecessary since the title of the form describes what Is being 
done. 

Posting the General Ledger. The General Ledger is posted from the General Journal. 
The term posted means the orderly transcription of the information from one place 
to another. Each line of the journal Is posted to the proper ledger account as 
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either a debit or credit entry* For example, in the preceding iMustratton, 

the first line of the Journal entry Is "Cash In County Treasury* . , $100,042.67" 

and is posted to thi General Ledger sheet, card, or record as follows^ 

Account 91 10 Cash in County Treasury, page I 

Date Reference Debit Credit Balance Dr/Cr 

7-1-73 J I $100,042,67 $100,042.67 ' Dr 



Note that the entry Is mad© in the debit column and Is also entered In the bal- 
ance column. In this case, the amount of the debit Is the same as the balance 
sine© there was no previous balance in the account, (Had there been such a bal- 
ance, this entry would have been added to a debit balance or subtracted from a 
credit balance and the new balance entered.) Finally, in the last column an en- 
try is made to show that the net balance of this account is a debit (Dr) balance. 

Each line of the Journat entry Is similarly posted until the entire Qpening en-- 
try has been completely transcribed to the General Ledger* Opening of the Gen- 
ersil Ledger is now complete. At this point a total of nine General Ledger 
accounts will be open v^lth balances the same as shown in the opening Journal 
entry* 

The column in the General Ledger account headed "Reference" is used to show the 
page or other reference to the source of entry* In this fMustratlon the entry 
'UP' was made to Indicate that information for this entry was obtained from the 
General (abbreviated as "J*0 and that It was found on page K Other references 
will oped for other posting sources as they are required. By this method any 
(tern General Ledger may be traced back to its origin without difficulty. 



Recording the Approved Budge t--- Income 

The approved Community College district budget form provides information for 
recording the budget In the General Ledger. 

Determining values to be entered. The information to be entered Is shown in 
column 3 of the budget form under the heading of Income. 

The Income section of the General Fund budget might look like thisi 

I . I NCOME 

8100 Federal Income 

8110 Maintenance and Operation (PL 81-874) $ 2,500 

8210 NDEA (PL 85-364) 1,000 

8500 Combined State and Federal Income 0 

8600 State Income 

8610 Principal Apportionment 

8611 Basic and Equalization Aid 277,528 

8616 Educationally Handicapped Minors 1,148 

8620 Special Purposi Apportionment 

8522 Traniportation, Regular 7,500 
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8700 County Income 



0 



8800 Local In com© 

8810 District iBms 

881 I Secured Rol I 
8812 Unsecured Rol I 

8900 Incoming Transfers 

8920 Tuition Transfers 

Other Estimated Income 



345,888 
2,700 



3,000 
$64 U 204 



Each of the Items of estlmatad income shouid be accounted for ssparatoly so that 
excess income or income deficiencies may be readily seen* This is accomplished 
by the use of a group of accounts known as the Income Ledger. 

The Income Ledger is a subsidiary ledger* The total of the orlglnai estimates 
entered In this ledger agrees with th© total of the General Ledger controlling 
account. Estimate Income* The subsidiary ledger (Income Ledger) and the General 
Ledger are both posted from the same Journal entry* 

The original entry of the approved income budget Is subject to adjustment later 
if income estimates change* 

Preparing the Journal entry. The General Ledger and subsidiary ledger accounts 
and the amounts for each are listed in the Journal entry as a record of the esti- 
mated income, as has been done In the following examplei 



J2: 

Date Account 

7-1-74 9810 Estimated Income 

9710 Unappropriated Fund Balance 

Account Subsidiary Income Ledger 

8110 Maintenance and Operation (PL 81*874) 

3210 National Defense Education Act (PL 
85-^864) 

8611 Basic and Equalization Aid 

8516 Educationally Handicapped Minors 

8622 Transportation^ Regular 

8811 District Secured Tax Roll 

8812 District Unsecured Tax Roll 
8920 Tuition Transfers 



Debit 

$641,264*00 



Credit 
$641,264*00 



$ 2,500*00 

1,000*00 
277,528*00 
1,148*00 
7,500*00 
345,888,00 
2,700,00 
3,000*00 



To record estimated income for the fiscal year 1974*75 
as contained in the official approved budget 

Several things should be noted about the preceding journal entry. First, this 
is a General Journal entry. Just like the one used to open the books for the 
first time. This one, however, also carries the information for posting a sub- 
sidiary ledger. 

64 
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Next, not© that thio entry is referred to as simply a Journal entry, rather than 
a General Journal entry. This is usual practice. The term ^'generaM^ Is used 
only when there is a possibility of confusion if It were omitted* 

One should also observe the arrangement of the Journal entry. The General Ledger 
amounts are carried in the debit and credit columns, respect fvel y* Subsidiary 
ledger amounts are carried to the left and do not have the balancing feature of 
debits and credits. This simply means that the single postings to the Individual 
Income Ledger accounts represent the breakdown of the total shown in the Esti- 
mated Income, General Ledger, account. 

Posting the General Ledger* The Journal entry for recording the approved budget 
is posted to the Genera! Ledger In the same manner as the Journal entry that origi 
nally opened the books, as has been done In the following examplos- 

Account 9810 Estimated Income Page I 

Date Reference Derff_ Credit Balance Dr/Cr 



7-1-74 J2 $641,264,00 $641,264.00 Dr 

Account 9710 Unappropriated Fund Ba lance Page I 

Date Referenc e Debit Credit Balance ""Pry Cr 

7-1-74 Jl $94,554,86 $94,554,86 Cr 

J2 641,264,00 735,818.86 Cr 

Note that In the Unappropriated Fund Balance account^ this credit is added to the 
credit balance resulting from the original opening entry to give a new credit bal- 
ance of $735,818,85, the total net rissets and estimated Incoms available for appro 
prlation. 

Posting the subsidiary ledger. The subsidiary ledger, in this case the Income 
Ledger, Is posted from the detailed breakdown shown in the Journal entry. Each 
account Is posted to show the amounts carried in the Journal entry in the '^Esti-- 
mated Income" and ''Estimated to be received" columns* 

INCOME LEDGER 
Account 8811 District Secu red Roll TaKes Paa e 6 

Estimated Amounts Tota I received Estimated to 

Date Reference ! ncome recejved to date be received 



7-1-74 J2 $345,888.00 $345,888*00 

Each Income Ledger account is similarly posted. 

Recording the Approved Budget-^Expendi tures 

Expenditure values, like income values, are taken from the expenditures section 
of the official budget forms, as follows: 
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I I . EXPENDITURES AND OTHER OUTGO 



lO'OO Certificated Salaries 

1100 Regular Schedule, Teaching $320,000 

1200 Regular Schedule, Nonteaching 55,000 

1300 Other Teaching 40,000 

1400 Other Nonteaching 19,500 

Total Certificated Salaries $434,500 

2000 Classified Salaries 

2100 Classified Service, Non Instruct ion 3,600 

2200 Classif lad Service, Instructional Aide 12,000 

2300 Other Non I nstruct Ion 36,000 

240C Other Instructiunal Aide 7,000 

Total ClasFlfied Salaries $ 58,600 

3000 Staff Empioyee Benefits 

3100 State Teachers' Retirement System Anrtuity Fund 10,000 

3200 Public Employeos' Retirement Fund 2,000 

3300 Old Age, Survivors, Disability, and Health Insurance 1,500 

3400 Health and Welfare Benefits 900 

3600 Workman's Compensation Insurance 900 

3700 Local Retirement Systems I ,900 

Totgl Employee Benefits $ 17,200 

4O00 Books, Supplie^i, and Equipment Replacement 

4100 Textbooks 2,000 

4200 Other Books 500 

4300 Instructional Supplies 2,500 

4500 Other Supplies 800 

4800 Equipment Replacement 6,000 

Total Books, Supplies, and Equipment Replacement $ 11,800 

5000 Contracted Services and Other Operating Expenses 

5100 Contracts for Personal Services of Consultants, 

Lecturars, and Others 500 

5200 Travel and Conference and Other Expense Reimbursed 2vOO 

5300 Dues and Memberships 200 

5400 Insurance - UOOO 

5500 Utilities and HousakoepIng Services 5,000 

5600 Contracts, Rents, and Leases 4,500 

5700 Legale Election, and Audit Expenses 500 

5800 Other Services and Expense 4,500 

5900 Interprogram Charges and Credits for Direct Services 0 



Total Contracted Services and Other Operational Expenses $ I6>500 
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6000 Capital Outlay 

6100 Sites and Site Improvement 2,500 

6200 Bui Idings 20,000 

6300 Books I ^300 

6400 Equipmant 7,300 

6500 Building Improvement 2,300 



Total Capital Outlay $ 34,300 
7000 Other Outgo 

7200 Tuition Transfers • 30|500 

7900 Appropriation for Contingencies 12,000 

Total Other Outgo $ 42,500 

TOTAL BUDGET $615,400 



As with income, each of the expend Itur© items should be accounted for separate! v 
so that expenditure may be controlled within the varlour budget chissif Ications* 
This is accamplished by use of a subsidfary lodger usually known as the Appro- 
priation Ledger, While soparate accounts should be maintained for each of the 
required expenditure classifications^ additional subdivisions of these classes 
may be maintained as separate accounts If needed. 

Preparing the journal entry. This budgeted ©Kpendlture total of $615,400 totals 
the appropriation to the district's programs^ the programs provide a classifica- 
tion of expenditure usage while the objects provide a classif Icat ion of expendi- 
ture source. 

This procedure is shown in the following example; 



Pate Account Debit Credit 

7-1-74 9710 Unappropriated Fund Balance $615^400.00 

9820 Appropriations $6I5,,400.00 

Subsidiary Appropriation Ledger 

1100 Certificated Salaries Regular Schedule Teaching $320,000 

1200 Certificated Salaries Regular Schedule Nonteachlng 55,000 

1300 Cert! floated Salaries Other Teaching 40,000 

1400 Certificated Salaries Other Nonteachlng If .500 

2100 Classif led Salaries^ Classified Service, Non Instruct I on 5,600 

2200 Classif led Salaries, Classified Service, Instructional Aide 12,000 

2300 Classified Salaries Other Non Instruct Ion 36,000 

2400 Classified Salaries Other Instructional Aide 7,000 

3i00 State Teachers* Retfrement System Annuity Fund 10,000 

3200 Public Employeei' Retirement Fund 2,000 

3300 Old Age, Survivors, Disability, and Health Insurance 1,500 
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3400 Health &nd Wtlfar© Benefits 900 

3600 Workmen^ s Compensation InsurancQ 900 

3700 Local Rotirenient System 1,900 

4100 Textbooks z'/ooO 

4200 Other Books '500 

4300 Instructional Supplies 2 500 

4500 Other Supplies 2^500 

4800 Equipment Replacement 6 000 
5100 Contracts for Personal Services of Consultants, 

Lecturers, and Others 500 

5200 Travel and Conference and Other EKpensp* Reimbursed 300 

5300 Dues and Memberships 200 

5400 Insurance I qoo 

5500 Utilities and Housekeeping Services 5^000 

5600 Contractr., Rents* and Leases 4^500 

3700 Legal, Elect /on and Audit Expenses '50O 

5800 Other Service^^ and EKpense 4 500 

5900 Interprogrsm Charges and Credits for Direct Services ' 0 

6100 Sires and Site Improvements 2,S00 

6200 Buildings 20,000 

6300 Books I 500 

6400 Equ I pment ' 7 qqo 

6500 Building Improvement 2 500 

7200 Tuition Transfers 30,500 

7900 Appropriation for Contingencies 12^000 



The preceding Journal entry is similar to the one recording estimated income ex- 
cept that the total of appropriations Is debited to the Unappropriated Fund Bal- 
ance account* The total appropriations to all accounts in the Appropriation 
Ledger must agree with the balance in the General Ledger control I Ing account. 
Appropriations* 

Posting the General Ledger. The Journal entry for recording the approved appro- 
priations is posted to the General Ledger In the same manner as the original 
opening entry and the entry recording estimated income, as has been done in these 



examples: 

Account 9710 Unappropri ated Fund Balance f^agfi I 

pate Reference Debit Credit "Balance Dr/CF^ 

7-1*74 J I $ 94,554.86 $ 94,554.86 Cr 

J2 641,264.00 735, 818. r Cr 

J3 $615,400,00 120,41" Cr 

Account 9820 A ppropriations Page I 

pafQ Reference Debi t CredT t Balance ^ Dr/cP 

7-1-74 J3 $615,400.00 $615,400.00 Or 



The debit to the Unappropriated Fund Balance account has been subtracted from the 
previous credit balance to produce a new credit balance of $120,418,06^ the re- 
maining unappropriated fund balance after the estimated income and budgeted appro- 
priations have been posted, 
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Pcs-Ung the Approprlatron L^dgar. Tht subsidiary Appropri attcn Udger !s posted 
from the journal intry In a mnmr similar to that useti ior posting estimated In* 
com© IS shown In thi i #>cinip I©: 

APPROPRIATIOM LEDGER 
Account 1 100 Ce rtlflcatg ti Sajariss, Regular, Tgaching Pa^m I 

Refir- ApproprF- Encm'^ Encunibtrad Expended Unencum- 

Data ©nee at ion brsncts to date EKpsnded to date berad 

^ . ^ J. - ^- — ™^ — - - - __ balenci 

7- 1 -74 J I moM^OO ~ - ~^ i32O,OO0.0O 

The preceding form differs from the Income Ledger form because It must cirry 
space for ©ntaring ©ncumbrancei as tbty occur, as v/ol I as a>cpendlturas- The 
amount appropriated for this account has bean entartd in the "Appropriation'^ 
column and again in th© "Unancurnbered balanca" colunin. As afnounts are latar 
intared in the "Encumbranca" or ''EKp^nd Iture" columns, tha '^Uiianeumbarad bal« 
anca" column will be adjusted accordingly. 

When appropriations ar© al locatad to activities or programs, each of the pro- 
gram ledger cards Is posted wfth its respective apppoprlatlont An example of 
a possible program ledger card U displayed in the II lustration on paga VI -19, 

It should be noted that tfie appropriation to a program Is a col I act Ion of por* 
tfons of single objects of a^pendi ture Csgah as faculty salaries) that are con- 
trol led with the Appropr latlcn Ledger* The program appropriation Is the total 
of all of tha dh^act eHpmnm aKpected to be Incurred on behalf of the program. 

Because the Appropriation I'^'^ger controls expanses by objects^ ft Is not essen- 
tial that e?<pfnias also be control led by prcgram whan a district records expen- 
ditures by Site (or locaticnD. Control of program aKpehses can bs delegated to 
the principals (or sitt managers) wfthin the IFmlts of fixed objact approprfa* 
tfons. For example, if a givan school Csite) fs budgated $75^000 In instructional 
supplies, this amount wl II provide district control on the sfta on this object* 
The site may allocate this 05,000 to Iti ieveral prograFns, and the district may 
record these a I locations as part of the appropriations to the site's programs* 
Districts using manual or faooKketp Ing machine systems need not control the amount 
of Instructional supplies appropriated for a particular program because they b^ill 
be able to control the total spprDpr latl on to the site. 

If the district controls only on objects, then the prfnclpal or site manager v^lll 
have to cofnpara the program reports to the program budgats to observe discrepant 
clas In an object of any particular program. 

Recording the Approved B udget-'-^Reserves 

Risaryas are portions of the balance remaining as unappropriated funds that are 
not aval labia for approprlistlons, such as amounts in the Ravol\^Ing Fund, Stores, 
and Prepaid EKpense accoy ^^s, A General Reserve account Is also required to 
help finance the district in the year following, prior to receipt of that year's 
incoma. 
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The values to b© s©t aaltia In these reserves are contained In the official budget, 
column 2, opposite Ending Balance. Thest are ustd to prepare the Journal entry, 
as in this example: 



04: 
Date 
7-1-74 



Account Debit Credit 

9710 Unappropriated Fund Balance $120,419.00 

9610 Reserve for Working Capital $ 2»072.00 

9630 Gsneral Reserve 118,347.00 

To record reserves for Working Caipital and General Reserve, 
fiscal 'year 1974-75, as contained In the approved budget 

This Journal entry Is then posted to the General Ltdger In the usual inannerr 

Account 9710 Ujigp^gpr Page I 



Date Reference 



Debit 



Credrt 



Balance 



Dr/Cr 



7-1-74 



Jl 

J2 
J3 
J4 



$615,400.00 
120,419.00 



I 94,554.86 
641,264,00 



$ 94,554.86 
735,818.86 
120,418.86 
0. 14 



Cr 
Cr 
Cr 
Dr 
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Account 9610 

Data" Reference 



7-1-74 J4 

Account 9630 

Date Hmfr c^nci* 



Reserve for Working Capital 
Deb It " nrtdl t 



$2,072,00 

General Reserve 
Debit "Credit 



Page I 
Balance Dr/Cr 



$2,072.00 Or 

PagQ I 
Ba lance Dr/Cr 



7-1-74 j4 $118, 347. 00 $1 13,347.00 Cr 

The afriuunt debited to the Unappropriated Fund Balance account is slightly greater 
than the previous balance of that account, and this results In a debit balance of 
14 cents. Small dl screpanctis are likely to occur because the district's books 
are maintained In exact amounts* including cents, while the official budget form 
Is made cut io the nearest dollar only. 

At this point the General Ledger has b€en opened, and ihf official budget has 
b#©n ret^crded. A trial balance wW I show the net re-aultr of the entries made 
thus far. The trial balance is a I 1st of the Genera ^ :r jer accounts and the 
debitor cradit balance for each account* The toliVf osn ts and the total credits 
must bm equaU Indicating a balanced General Ledg^. ♦ '"he trial balance of the 
General Ledger i this point locks I Ike this: 



Accourt 




Debit 


Cred it 


9110 


Cash i n County Treasury 


$ 95,042.67 




9130 


Revolving Cash Fund 


500. OO 




9140 


Cosh Collections Awaiting Deposit 


24. 17 




9160 


Accounts Receivable 


1 .597.18 




9170 


Due from Other Funds 


694.39 




9180 


Student Loans Rscelvable 


SjOOO. OO 




9220 


Prepaid Expenses 


1 ,572.38 




9310 


Accounts Payable 




$ 9,763.45 


9520 


Due to Other Funds 




1 13. 18 


9610 


Reserve for Worl<ing Capital 




2,072.00 


9630 


General Reserve 




1 18,347.00 


9710 


Unappropriated Fund Ba lance 


0. 14 




9810 


Estimated Income 


54! ,264.00 




9820 


Appropriations 




615,400.00 



$745,695,63 $745.695.63 



The approprlat lonSi having be-n posted both to the progranfi ledgers and to the 
subsidiary appropriation le'ljsrs Cobjects of sKpenditure)^ should be checked to 
assure that the two are eqgai. 



Recording Encunbrgnces 

Effective eKpendlture conirol requires not ohiy the recording of cash expenditures 
and the charging off of assets and prepaid expenses but aisJ the recogajzlng of 
expanse obllgatfons* 
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Encumbfance procedures that serve to reserve or restrict portions of the budget 
appropriations of the district for which definite commitments or eontractua i obi }- 
gatjons have been mad© may be Incorporated Into the accountlnq system of a school 
df strict. 

The method of dettrrnlnlng aitiounts of encumbrances to be entered Into the ac- 
counts may vary with the Bccountlng methods used In the district and with the 
type of transact fons being encumbered. 
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iecause districts may need to distinguish reservations or restrictions of appro- 
priations from aetual ©Kpend itures, it is recommended that Encumbrances and Re* 
servi for incurnbrances accounts be used In the General Ledger and that encumbrance 
amounts in the appropriations lubsidiary accounts and the program ledgers b© re- 
corded In a separate column or In such a manner that they may be d Istf ngulshad 
from actual t;^pend itures* 

EncumbBring programs is optfonal since objects may be encumbered and controlled. 
Diitrlctp with manual and bookkeeping machine systems that break costs down by 
sites (or f oca t ions) wIM fuiQ encumbering programs rather dlfficultj whereas 
districts with data-processing ©quipment wli I be able to encumber programs at 
the same time they encumber thefr appropriation ledger objects of expenditure. 

Encunibtring of salaries. At the beginning of each year^ the total annual salaries 
of personnel employed for that year may be determined for purpoiss of encumbering 
appropriations for paying these salaries during the year. Similarly, the total 
monthi/ salaries of these personnel should be obtained for the purpose of removing 
that en^unt of encumbrance when a monthly salary payment Is made* Totals of the 
annua! and monthly salaries must be adjusted for personnel changes and salary rate 
changes. 

Although the salary encumbrance summary may differ In detail depending on the 
methods of accounting used by the district, a schedule such as that illustrated 
on the Certificated Payroll Encumbrance Summary on page VI-21 may adequately 
serv^e this purpose, Basic requirements are a complete accounting for all per- 
sonnel having salaries to be encumbered^ a grouping of these salaries to provide 
monthly and annual salary totals by budget classifications, and provisions for 
recording changes in personnel and salaries. 

The Certificated Payroll Encumbrance Summary illustrates the adjustment in ©ncum^ 
brance totals that must be recognized when personnel changes occur* 

Journal tntries to record the salary encumbrance transactions shown in the Car*- 
tjf Icated Payrol I Encumbrance Summary are as fol lows* 

JI2: 

Dati Account Debit Credit 

7-1-74 9830 Encumbrances $375,000,00 

9620 Reserve for Encumbrances $375,000*00 

Account Appropriation Ledger 

I lOO Certificated Salaries Regular Schedule Teaching $320,000,00 

I2O0 Certificated Salaries Regular Schedule Nonteaching 55,000*00 

To record salary encumbrance for certificated staff employed 7-H74 

JI3i 

7-15-74 9620 Reserve for Encumbrances $4,200,00 

9830 Encumbrances $4,200,00 
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Appropriation Ledger 
liOO Certlficatad Salaries Regular Schedule Teaching $4,200*00 



To cancel 12 rronths' salary encymbranca for B. Behnettp raslgnatlon, 
7-15-74 

JI4: 

7-20*74 9830 Encumbrances $5,400,00 

9620 Resarv© for Encumbrances $5,400.00 

Appropriation Ledger 
1100 Certificated Salaries, Regular Schedule TMCh I ng $5,400,00 

To establish salary encumbrance for 12 months' payment of T, Thompson, employed 
7-20-74 



The posting of the preceding antrtes to the General Ledger Is as follows: 



Account 


9830 




Encumbrances 




Page 4 


Date 




Ref©rence 


Debit 


Credit 


Balance 


Dr/Cr 


7.1-74 




JI2 


$375,000.00 




$375,000.00 


Dr 


7-15-74 




JI3 




, $4,200.00 


370,800.00 


Dr 


7-20-74 




JI4 


5,400.00 




376,200.00 


Dr 


Account 


9620 




Reserve 


for Encumbrances 




Date 




Reference 


Debit 


Credit 


Ba 1 ance 


Dr/Cr 


7-1-74 




JI2 




$375,000.00 


$375,000.00 


Cr 


7-15-74 




■ J 13 


$4,200.00 




370,800.00 


Cr 


7-20-74 




J 14 




5,400.00 


376,200.00 


Cr 



The posting of the Teachers' Salaries account to the subsidiary Appropriation 
Ledger Is illustrated as follows: 



APPROPRIATION LEDGER 
Accoijnt 1 100 Certificated Salaries Regular Schedule Teaching Page 5 



Unencum* 

Refer- ApproprI* Encum- Encumbered EKpanded bared 

Data ence at ton brances to date EKpanded to data ba I ance 

7-1-74 J 12 $500,000.00 $375,000.00 $375,000.00 $125,000.00 
7-15-74 J 13 500,000.00 4,200.00Cr 370,800*00 129,200.00 

7-20-74 J 14 500,000.00 5,400.00 376,200.00 123,800,00 

In the foregoing illustration. It has bean assumed that the changes In personnel 



Wire made prior to payment of any payroll in that year. It Is important, however, 
that encumbrances be reduced by the unpaid Installments of the annual salaries of 
parsonnal leaving the payroll and Increased for the unpaid Installments of personnel 
being added to the payroll. 

Adjustments of encumbrances for salaries paid Is discussed In the section, Recording 
Encumbrance Adjustments—Salaries, 
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Encumbtrfng of other expanses. Effective expenditura control requirei the 
establlshmant of a procedure to reserve or restrict appropriations for obli- 
gation of nonsalary types of txpenses as well as salaries. 

If the purchase orders are drawn tn order to confirm orders for all materials 
and services to be purchased by the district, they may be used for encumbrance 
purposes, A sample of a purchase order is shown on page VI -26. 

PURCHASE ORDER No. 2 

Toi Student Supply Company Date; July 10, 1974 



Ordered by 
CO I i ege 



^^^^^ " College District 

Appropriation 
Ledger Account 4300 

Del iver fot 100 Mtin Street 



Amount 



65 1,000 


Ream 


1 1 

Newsprint 


tjfi 1 1 rr 1 

$0.60 


$600. DC?; 


uancei lea 
$41 .67 


lOD 


Gross 


#2 school 


pencNs 3,00 


300, 00 




300 


Box 


Crayons 


0.30 


'M.OO 












S990.00 




Payment Record i " 


Date: July 20 ^ 


Amount: $4U67 ^ - 



The methods of encumbering purchase orders may vary from the direct posting to 
the Appropriation Ledger subsldfary accounts from the individual purchase orders 
to some form of summary recording for groups of purchase orders. When a record 
of the Individual purchasi orders contained In a summary recording Is desired, 
a Purchase Order Encumbrance Summary such as fU^ one on page VI-27 might be used* 
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Purehase Order Encumbrance Summary For July^ ||^ 



Vendor's Name 


Appropriation 
account number 


Date 


Purchase Order 
number 


Amount of 
encumbrance 


Justrlte Roofing Company 


4500 


ro 


1 


$ 805.63 


Student Supply Company 


4300 


1 1 


2 


990.00 


L.A. Detergent Company 


4500 


26 


3 


50.00 


Total 








$1,845.63 



A Journal tntry to record the encumbrance Information contained In the surmnary 
Is Illustrated as follows: 



Ji5i 

Date Account Debit Credit 

7-1-74 9830 Encumbrances $ 1, 845, 63 

9620 Reserve for Encumbrances $l,845.^'j) 

Account Appropriation Ledger 

4300 Instructional SuppI tes $990*00 

4500 Other SuppI les 855.63 



To record Purchase Order Encumbrances for July 1^ 1974 

The posting of the Other Expenses of Instruction Item to the account In th© 
subsidiary Appropriation Ledger Is illustrated as fol lowsi 

APPROPRIATIONLIOeER 
Account 4300 Instructional Supplies Page 5 

Unencum* 

Refer* Approprf* Encum* Encumbered Expended bered 

Date ence atlon brancas to date Expended to date balance 

7-1-74 J 15 $5,000.00 $990.00 $990.00 $4,010*00 

The Instructions for recording encumbrance adjustments in this section outline 
the procedure used to adjust encumbrances when payments are made Involving en** 
cumberes purchase orders. 



Recording Income and Other Cash Receipts 

Source documents for posting Income are apportionment notices from the county 
superintendent of schools for deposits made directly to the county treasury 
ur copies of receipts for monies received directly by the distrlctp 

An apportionment notice from the county superintendent of schools Is Illustrated 
In the Typical Apportionment Notice on page VI -28. 

Each of the Items of actual Income should be accounted for separately so that 
they may be compared with income estimates. This Is accomplished by posting 
receipts to the Income Ledger. The total from any given apportionment notice 
Is posted to the General Ledger, and Individual Items are posted to the sub- 
sidiary Income Ledger. i^g 
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TYPICAL APPORTIONMENT NOTICE 



County of 

To . Community Col lege Di strict 

This Is to certify that income noted below has been received and hat been placed 
to the credit of your district on 

(date) 



8611 Basic and Equal iiatlon Aid 

8616 Educational ly Handicapped Minors 

8622 Transportation^ Regular 

8670 Tax Rel lef Subventions 

8710 Community College Tuition Tax 

8811 District Secured Roll Taxes 

8812 District Unsecured Roll Ta^es 
Other Income (Describe) 



Preparing the Journal entry for income deposits made directly in the county 
treasury. The journal entry to record income receipts lists the General Led- 
ger and subsidiary ledger accounts and the aTOunts for each as in the following 
examples 

Date Account • Debit Credit 

7-20--74 9110 Cash In County Treasury 

9840 Income 

Account Subsidiary Income Ledger 

8811 District Secured Roll Taxes 

8812 District Unsecured Roll Taxes 
8611 Basic and Equalization Aid 



To record income received on apportionment notice dated 7-20^74 

The Journal entry Is posted to the General Ledger In the usual manner. 

The subsidiary Income Ledger Is posted from the journal entry In a manner similar 
to that used for posting estimated income. Each account Is posted to show. In the 
amounts received portion, the amount of the ledgers that Has been carried In the 
Journal entry, as has been dona In the following example: 

INCOME LEDGER 
Account 8811 District Secured Roll Taxes Page 6 

Estimated Amounts Total received Estimated to 

Date Reference Income Received to date be rece t ved 

7- 1-74 J2 $34S, 888. 00 $345, 88B. 00 

7-20-74 J_ ___ _______ 
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Accoufit 




INCOME LEDGER 

Dfstplct Unstcured Rol 1 Taxes 




Pag© 1 


uaT© 


^Ja#^ 4m ^ 


Estimated Amounts 
Ineoma Recslvad 


Tota 1 
to 


rece 1 ved 
date 


Eitimated to 
DQ rscQiveu 


7-1-74 
7-20-7*1 


J2 








$2,700.00 


Account 


8611 


A ? - A M t i I? n 

Basic and Equal i£@t lor 


t K 

1 Aid 




Page 1 


Date 


Reference 


Est 1 mated Amounts 
Income Received 


^oti 1 
to 


rece i v ©a 
date 


i !iiiQr@u TCP 
be received 


7-1-74 


J2 


$277,528.00 






$277,528.00 



A sufwnary of receipts Issued for cash received, direct I y by the school district 
sorves as the ba^ts for preparing the Journal entry to record this type of In- 
come and other cash receipts. Abatements of expenditures are treated In Part 
IN of this manualp If this sunvnary Is a formal record. It might look like this 
example of a Gash Received Journah ' 



Cash Received Journal 
Current 



Month of July, 1974 
l\batements of Genera I 



Pete p-e scrl ptjon Received 



Income 
Accti Amt, 



expenditures 
Acctt Amt* 



Ledger 
Acct. Amt 



7-3-74 Receipts 

Nos. 6801-6815 



Tota I s 



8110 

8842 
8850 



8800 



5800 



4300 
4300 
4300 



Preparing the Journal entry to record cash received directly by the district. 
The Journal entry to record actual Income and oth^r cash recitpts received 
directly by the school district ^Ists the General Ledger and subsidiary led- 
ger accpuiits and the amounti for each* For example* 



Date 



Account 



Debit 



Credit 



7-31-74 9(10 
9840 
9850 



Cash In County Treasury 
Income 

Expenditures 



Account 

SliO 

8842 
8850 



Subsidiary Income Ledger 

Maintenance and Operation CP«b++e Lew 
81-874) 

Sale of Equipment and Supplies 
Renta I s 
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8871 Adult Education Fees 

8880 Mliiel laneous 

Subsidiary Approprlatfon Ledger 

4300 Instructional Supplies 

4900 Other OperatiriQ Expenses ~ 

To record receipts nuitibers 680f'-68l5 

The General Ledger is poared In the usua! manner. The subsidiary Income Ledger 
is posted In the same nianner as that illustrated under Income deposits made di- 
rectly In the county treasury * 

The iubsidiary Appropriation Ledger is posted In the safne manner as that shown 
under expenditures, as In the following eKamplei 

APPROPRIATIONLEDGER 

Account 4300 Instructional Supplies Page 2 

Unencum^- 

Refer- Encum* Li qui da- Outstanding Expehded bered 

Date ence b rances tlons Expended encumbrances to date Budget balance 

7-31-34 



Recording Expenditures and Other Disbursements— Salaries 

Salary expenditures are generally more efficiently posted by total from the 
payroll payment order^ or similarly titled listing^ which Ii an itemized, de- 
tailed i ist of individual salaries for a particular payroll. A summary of 
accounts to be charged to the various expenditure classtf Icatlons Is needed 
for this procedure (see Cal ifornia Community Colleges District Payroll Pay- 
ment Order, page Vl*32). 

Very rarely, such as when accounting salaries for a one- or two-teacher school^ 
individual salaries paid might be entered directly In the General Journal. 

Preparing the Journal entry. The Journal entry to record payroll payments 
lists the General Ledger and subsidiary ledger accounts and the amounts for 
each, as In the following example: 

Date Account Debit Credit 

7*31-74 9850 Expenditures $40|275,00 

9110 Cash In County Treasury $40,275.00 
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1100 Certificated Salaries Regular Schedule 

Taachlng $30,000.00 
1200 Certificated Salaries Regular Sehadule 

Nonteachlng 5,600*00 
1300 Certificated Salaries Ofher Teaching 2,000.00 

1400 Certlficatsd Salaries Other Nontaaching 923*00 

2100 Classified Salaries, Clasilflad Service, 

Non* I nstruct ion 250 * 00 

2300 Classified Salaries, Other N©n* Instruction 2,850,00 

2400 Classified Salaries, Other, Instructional 

Aides 650*00 

To record expenditures for payroll listing number ! for the month of 
July 

Posting the General Ledger. The Journal entry for payroll e><pendltures 1m 
posted to the General Ledger In the same manner as previous entries, as In 
the foHowIng example: 



Account 


9850 


Ej<pendf tures 




Page 1 


Oafa 


Reference 


Debit Credit 


Ba 1 ance 


Dr/Cr 


7-31-74 


J8 


$40,275.00 


$40,275.00 


Dr 


Account 


91 10 


Cosh In County Treasury 




Pace 1 


Date 


Reference 


Debit Credit 


Ba 1 ance 


br/Cr 


7-1-74 


Jl 


$100,042.67 


$100,042.67 


Or 


7-31-74 


J8 


$40,275.00 


59,767,67 


Cr 



Note that the posting the the cash account Is a credit entry that deducts from 
the previous balance to give a new debit balance of $59,767.67 
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Posting the Appropriation Ledger. Entries In the subsidiary Appropriavion 
Ledger are made In the expenditure column in each case, as shown In the fol- 
lowing exampl©: 

APPROPRIATION LEDGER 

A ccount illO TeachersV Salaries Pago I 

Unencum- 

Refer- Appropr 1 - Encum- Encumbered Extended bered 

Date ence atlon brances to date Expended to date balanue 

7^1-^74 J 3 $320,000.00 $320,000.00 
J5 320,000.00 $320,000.00 $320,000.00 $32,000.00 0.00 
7-^31-74 J8 320,000,00 $320,000.00 $32,000.00 32,000*OOCr 

In normal procedures thrj liquidation of an am^ount corresponding to the payment 
takes place simultaneously ^^ith thl^s posting. The liquidating ^?rttry Is des- 
cribed in the section heedBd Recording Encumbrance AdJustments-'-Sa I arles, fol- 
lowing. For purposes of explanation, this account will be carried t^'s w*ay 
until the liquidatlrg entry Is posted. 

Note that the ^^Appropr iat Ion," -'Encumbered-to-date," and "Expended-to-date" 
columns are carried forward with each uosting. 

Entries In the program ledger are poslad by object classi Mcatlon in the appro- 
priate columns In the program ledgers, then subtotaled on the object of expendi- 
ture card In the Appropriation Ledger. 

The total posting to the program ledgers for the object classification (teachers* 
salaries) wiM amount to $32,000, which can be subtotaled In the Appropriation 
Ledger (sea sample program ledger, page VI-16). 



RECORDING EXPENDITURES AMD OTHER '^SEMENTS--OTHER 

Payments to vendrrs are usually r regular intervals, mc y or oftener, 

and listed on a warrant register .an be used as the sour tu iter the 

total expenditure. Like the payroM charges, the amounts to be chai^ged the 
various expenditure classifications will need to be summarized (see Calif nla 
School District Warrant Register Number I on page VI -32)* 

Other expenditures, such as a district's retirement payments, repayments on 
loans, and the like, which are disbursed at the county level, may be entered 
individually as reports are received from the office of county superintendent 
of schooii*, Expenditure transfers between funds of a district require a 
similar entry. It Is possible to Include 4I I such items In one l istjng and 
to enter the total In the General Journal with a surmnary of amounts to be 
chargtig to the various expenditure classesp In either procedure, reference 
to the original report or notice should be made, and such documents should 
be kept readily available. 

Preparing the journal antry. The journal entry to record vendor payments or 
other expenditure Items lists the General Ledger and subsidiary ledger accounts 
and the amounts for each* This Journal entry Is posted to the General Ledger 
and the Appropriation Ledger as Illustrated In the entries that follow: 
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Date 
7-31-74 



Account 

4100 
4300 
4500 
5500 
6200 



81 10 



Account 

9850 Expenditures 

9840 I ncome 

•SOO Cash 

Approprlat'on Ledger 
Textbooks 

Instructional Supplies 
Other Supp! ies 

Utilities & Houskeeping Services 
Bui I dings 

Income Ledger 
Maintenance & Operation (Publ ic Law 
874) 



Debit 
$6,245.00 
500.00 



Cred 1 t 
$6,745.00 



To record expenditures for Warrant Register nurr.oer 

CALIFORNIA COMMUNITY COLLEGE DISTRICT 



$ 350.00 
475.00 

1 ,620,00 
I ,300.00 
2,500.00 



500.00 

tor the month of Julv 



Warrant Register Number I 
Warrant 

Number Vendor 
t Aldrich d Aldrich, Inc 

2 American Book Company , * . . p , . . 

3 Best Music Company. 

4 E. P,. FInigan Corr^p^my* . * • * . ^ , 

5 Office Supply CompDny. ^ . 

6 Pacific Gas & Electric Company.*..* 

7 Pacific Telephone 6 Telegraph Co.., 

8 Read * s Fence Company. 

9 Sun Custodial S ^plies,*.. 

10 Taylor's Schooj Supplies.. 

11 U.S. Treasury 
(Abatement of Income) 8110 

Tota I ....... . . * . . 



Date: July 31, ! 974 



* . « . 



Expend I ture 
C I ass 1 f i cation 

4300 

4100 

4300 

5200 

4500 

5500 

5500 

4500 

4500 

4300 





Expenditure Classification Summary: 




4100 




$ 350.00 


4300 




475.00 


4500 




1 ,620.00 


5500 


Utilities A ■iouskeeping Services... 


1 ,300.00 


6200 




2,500.00 




Income Classification Summary^ 




81 iO 


Maintenance & Operation (Public 






Law 81-874) abatement 


500.00 


Rev. 
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Amount 

$ 48.06 
350.00 
2IO.0C 
2,500.00 
65.00 
700.00 
600,00 
875.00 
680.00 
216.94 

500.00 
$6,745.00 



$6,245.00 



SOO. 00 
$6,745. 00 
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Posting the Income Ledger, This posting to the subsidiary Income Ledger Is 
an example of an abatement of Income, 



INCOME LEDGER 

Account 8110 Maintenanco and Operation (PL 81-874) Page 1 

Refer- Estimated ' Amounts Total Received Estimated to 

Date encs Income Received to date be received 



7-1-74 J I $2,500.00 $2,500,00 

J_ 2,500.00 $2,400.00 $2,400.00 100*00 

'-31-74 J 2,500.00 SOO.OOCr 1,900.00 600.00 



RECOR' ING ENCUMBRANCE ADJU3TMENTS^-^SALARI ES 



The amount of encumbrances to be adjusted or liquidated when salary payments 
are mtide in the same amount as is being palri^ provided such arrpunts have been 
encumr^red* This procedure wMi leave the proper balance of encumbrarce for 
each succeeding month if there Is no change In rate of pay. 

Further adjustment Is necessary for changes of contract^ terminations, and the 
like. I Is generally praferable to liquidate the ©Kact amount of the payroM 
posting and i j pick un additional adjustments in a separate posting from a list 
of changes. For eXi^F^tB, a payroll expenditure of $40,275 represents the regu-- 
li^r monthly payroll for salaries encumbered for the year* However* because on© 
employee terminated 'n July and recalved less than a full month*s salary, the 
difference b#t Dsn ^'-a (''divicl^J arrount encumbered, $300, and the amount paid 
L*id liquidated, $2 eseits a cancellation of $100 to encumbrances for July 

in addition to th - for the rest of the year, $3^300, or a total can- 

cellation of encumi); ^nces it? fhe amount of $3,400. The person replacing this 
employee was paid $50 in July and will be pai 52, 7M for the rest of the year. 
This is an additional total encumbrance of $2,300^ The net adjustment to encum- 
brances Is a reducttnn of $500, The Certificated Payroll Encumbrance Summary 
Illustrated In this Lection (see page VI-23) provides for a method of adjusting 
senary encum!^rances* 

The use of sane machine systems makes it more practical to liquidate : !l encum- 
brancas for salaries at the tim© payro! I aKpendltures are posted and lo reen-* 
cumber the adjusted amounts for the remainder of the year. 

Preparing the Journal entry. The Journal entry to record encumbrance adjust- 
ments lists the General Ledger and subsidiary ledger accounts and the amounts 
for each, as shown In the following example: 



Data 
7^31-74 



Account 

9620 
9620 
9830 
9830 



Reserve for Encumbrances 
Reserve for Encumbrances 
Encumbrances 
Encumbrances 



Debit 

$40,275,00 
500,00 



Credit 



$40,275,00 
600.00 
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Appropriation Ledger 

1100 Certificated Salaries Regular Schedule Teaching $32,000.00 

1200 Certificated Salaries Regular Schedule Nonteachlng. 1,600-00 

1300 Certificated salaries Other Tear' 'ng 2,000.00 

1400 Certificated Salaries Other Nonteaching '925!oo 

2100 Classified Salaries, Classified Service Nonlnstruction. ! 60o!o0 

^2200 Classified Salaries, Classified Service, Instructional Aide 250.00 

'2300 Classified Salaries Other Non Instruct ton. . - ................ 2,850 00 

2400 Classified Salarir ; Other Instructional Aide 650.00 



To record salary encumbrance liquidaticnL and adjustments for the 
month of July 

Posting the General Ledger. Tl© Journal entry for salary encumbrance Mquida- 
tions and adjustments Is posted to the General Ledger as usual. 

Posting the Apr^ . ■ ^on U.Qer. Entries in the subsidiary Appropriation 
Ledger are mau^ ^^Encunribrances" cc ujmn ^i the following examples 

APPROPRIATION LEDGER 
Account I 100 CerHf i cated Salaries Regular Schedule Teaching Pa ge I 



Unencum- 

Refer- Appropri" Encum- Encumbered Expended bered 

Date ence at ion brances to gate EKpended t o date balance 

7H^74 J 3 $320,000.00 " ^ . $320,000.00 

J 5 320,000.00 $320,000.00 $320,000.00 0 00 

7-31-74 J8 320,000.00 320,000. 00$32, 000. 00 $32,000.00 32,000. OOCr 

J 10 320,000.00 -32,000.00 288,000.00 32,000.00 0.00 

APPROPRIATION LEDGER 

Account 2100 Clasilf led Salaries, Classified Service, Non instruct ton Page I 

Unencum-- 

Refer- Approprl- Encum- Encumbered Expended bered 

Date ence at Ion w ranees to date EKpended to date balance 

7-h^74 J3 |3,600.0.r ^" " $3,60O~ 

J 5 3,600.00 $3,600.00 $3,600.00 0.00 
7-31-74 J8 600. 00 3,600.00 $250.00 $250.00 25o'oOCr 

J 10 3,600.00 -250.00 3,350.00 250.00 0.00 

J 10 3,>300.00 -600.00 2,750,00 250.00 600.00 



The control account. Encumbrances, In the General Ledger caK be proved b/ 
adding the totals of the "Encumbered-to-date" column In each of the sub- 
sidiary Appropriation Ledger accounts. 



RECORDING ENCUMBRA^ STMENTS--OTHER THAN SALARIES 

The amount of encumw to be adjusted or liquidated when vendor payments or 

other expenditures are recorded [i the amount originally encumbered for the spe- 
cific items. Thus, if a purchase order was originally encumbered for $100 but 
the actual payment was $99.50, the original $100 encumbrance Is liquidated. 
Partial payments on an order are liquidated in the same amount as originally 
encumbered for items being paid, and the balance of encumbrance Is liquidated 
when the final j yment is made. 
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Depending on the encumbrance method being used, the adjustments or liquidations 
are posted either directly from the purchase order as Illustrated on page VI -26 
or from a Purchase Order Liquidation Summary listing the purchase orders being 
paid. The same form can be used as that shown for the Purchase Order Encumbrance 
Summary on page VI-27. The warrant register form shown on page VI -34 might also 
be used to indicate liquidations of encumbrances by adding columns for purchase 
order number^ amount encumbered, and encumbrance classification* 

Hera again^ it Is true that with some machine systems It is more practical to 
liquidate all encumbrances and to reencumber those that are outstanding after 
the paid items have been deleted. If an encumbrance amount is cancelled or 
changed because Items ordered are unavailable or prices are changed, the adjust-* 
ment is recorded in the same manner as the routine liquidations following payments* 

Preparing the journal entry. The journal entry to record encumbrance adjustments 
lists the Genei^al Ledger and subsidiary ledger accounts and ^'^he amounts for each, 
as shown in the fol lowing eKample* 

Date Account Debit Credit 

7^31^74 9620 Reserve for Encumbrances $6,245,00 

9830 Encumbrances $6,24^.00 

Appropr i at ion Ledger 

4100 Textbooks $ 350*00 

4300 I nstruct iona I Supp i ies, ...... ^ . 475,00 

4500 Other Supplies.... 1^620*00 

5500 Utilities d Housekeeping Services* . 1,300*00 

6200 Buildings and Improvement of Buildings*,*.,,***,-** 2,500.00 

To record encumbrance liquidations (other than salaries) for 
the month of July 

The Journal eniry : encumbrance llquications (other) !^ posted to the General 
Ledger in th^ usue^ manner. 

Posting the ropriaTion Ledger, Entries In the subsld^^ry A;ir^ 'otion 
Ledger are made in the Encumbrances column, as shown in "i^^ fol; g example: 



APPROPRIATION LEDGER 

A ccount 4300 Instructional SuppI les Page I 

Unencum- 

Refer- Appropr i« Encum- Encumbered Expended bered 

Da te ence at ton brance to date Expended to date balance 

7-1-74 J3 $2,500.00 $2,500*00 

J6 2,500.00 $750.00 $750.00 1,750.00 

7-31-74 J9 2,500.00 750.00 $475*00 $475*00 1,275.00 

Jll 2,500,00 -475.00 275*00 475,00 1,750.00 
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scording adjustments to estimated Income. When information lu received tliat 
icome will exceed the original estimate in the official budget, a new estimate 

income is made, and the increase is recorded In the General Ledger and the 
iCome Ledger. The increase in estimated Income is recorded as follows: 

t? Account Debit Credit 

j|-75 9810 Estimared Income $1,100.00 

9710 Unappropriated Fund Balance » - jijoo.OO 

Income Ledgor 

II Basic and Equal ization Aid $l,IOO.OODr 

To . cord revised estimata of a stats apportionment 

is entry increases the estimated income In the General Ledger and in the In- 
m Ledger. It also Increases the amount available for appropriation as indi- 
ted by a credit balance in the Unappropriated Fund Balenca account. (Note 
at the entry simply records the amoun! available for appropriation. Actual 
D0?^and^2095?)^ "^^^^ 9°^®'""'"^ ^^^^'^ action only, as prescribed in EC 

pn a revised Income estimate indicates a decrease in amount of sstimated re- 
ipts, the decrease is recorded in a similar manner, as follows- 

u „ S??^''"'^ Debit Credit 

H-75 9710 Unappropriated Fund Balance $1,100.00 

9810 Estimated Income $1,100.00 

Income Ledger 

I Basic and Equalization AiU $l,IO0.O0Cr 

To record revised estimate oi basic and equalization aid 

e +hat when this erriTy Is posted to the General Ledger, a debit balance in 
Unappropriated Fund Balance account usually results. A debit balance indi- 
es that appropriations exceed available resources or*<l is a warning that ex- 
ditures must be controlled so that this amount remains as unexpended appro- 
ations at the end of the fiscal year. 

ording adjustments to appropriations. Except when a revised appropriation 
get has been adopted, adjustments involving changes in current appropriations 
I have no net effect on the General Ledger balances. The changes will affect 
y the Appropriation Ledger, because the total amount appropriated Is not 
iged but is simply redistributed among the appropriations accounts: 

- Account Debit Credit 

50-74 9820 Appropriations $500.00 

9820 Appropriations $i>Ug.00 
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Appropriations Ledger 

6400 Equ i pment , . , , 

4800 Equ ipment Rep lacament, , 



SSOO.ODDr 
5C0,00Cr 



To record appropriation transfers adopted 10-30*74 

Recording adjustments to OKpend itures. When information shows thdt r .nbut 
already record as an ©Kpenditur© should b© charged to some oth;;r e - : hi^o 
account, the adju5rn.ant is mad© wMhout net effect on the General ; Mc^e. . Thte 
expenditures portion of the Appropriation Ledger will reflect the change' ms 
in the foi lowing eKamples: 

Date Account Debit Credit 

11-16-74 9850 Fxpenditures $25,00 

9850 L/penditures $25,00 

Appropr ion ' cer 

4100 TextbooKs. . S25.00Dr 

4200 Other Book-u , 25.00Cr 

To record correction of expenditures classification coding on 
warrant number 12345, 10-15^74 

Date Account Debit Credit 

11-30-74 9850 Expenditures - $200,00 

9850 Expenditures $200-00 

Appropriation Ledger 

1100 Certificate Salaries Regular Schedule Teaching $200.00Dr 

1200 Certificate Salaries Regular Schedule Nonteaching* , 2UO-O0Cr 

To record portion of J. D. Smith's November salary as Teacher's 
Salaries because he substituted for A, B. Clark 

Record tnf adju tments to stores* Adjusting entries resulting from a stores 
operation are shown in the next ©xampie* When a physical inventory reveals 
a stores overage or shortage> the arTOunt must be recorded In the. records. The 
usual practice Is to adjust the Stores-- Inventory and the Stores*-Overhead ac- 
counts. 

Date AccounT Debit Credit 

11-25-74 9210 Stores— Inventory $75.00 

9210 Stores— Overhead $75.00 

To record stores average pQC inventory of ll«i5--74 

An inventory shortage Is reflected by slml'ar entry, sxcept that the debit and 
credit entries are reversed.- 

Periodically, th© Stores— Overhead account is cleared of its charges. This must 
be done at least once a year to assure that the year-end balance In the overall 
Stores account represents only mater^^l on hand in the warehouse and available 
for issue* 

90 
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Clearing the Stores— Overhead account requires an entry to distribute the bal- 
ance of this account to the various expenditure accounts. One of several methods 
may be used for determining this distribution* Regardless of the method used, 
the entry is made as shown In the following exampla: 

Date Account Debit Credit 

6-30-75 9850 Expenditures I!, 500, 00 

9210 Stores--Overhc-nd $1,500.00 

Appropriation Ledger 

4300 Instructional Supplies, $l,000*OODr 

4500 Other SuppI ies.* , . 500*00Dr 

T.' distribute warehouse overhead expense for the fiscal year 



CLOSING THE GENERAL LEDseR 

The closing entries fall into two categories, fhe first category is the adjust- 
ing or the accrual of certain v Mance sheet accounts* The second category is ' 
the closing of all budgetary ar^d operating accountb. 

Determining the adjusting entries. Adjustments of prior year accruals may be- 
come necessary because of errors in estimating the amount to be accrued or 
changes resulting from information available at a later date. 

There are fm melhods of handling prior yesr accruals. Under thi^ first method 
adjustments are automatically recorded In the books. Under the second method 
adjustments <:re made during the year as additional Information becomes avail- 
able, not at year-end. 

The following is taken from the general Instructfons, Annual Financial Reporti 

Method h The amount of variance between prior year estimates of Accounts Re- 
ceivable an^- Current Liabilities and the actual transactions of this year must 
be used ^Mhf\r to increase or to decrease the current year^B income and expen- 
ditures, actual amounts fall short" of estimates^ the same accounts of 
the currsn'^ ar should be reduced as were increaied in the prior yw . If 
the actual t^n/wunts exceed estimates, the excess should be added to the most 
appropriate current year account. This should in no way reduce the determina- 
tion of the estimates of Accourits Receivable anc Current Liabilities of the 
^lose of a y©ar SiS shown on Porms CCAF-303 and CCAF-304 respect fvai y. 

Method 2i Follow the procedure used In prior years by not making the adjustment 
to the specific current year accounts* 

First methoa. A reversing entry of the original accrual Is made on July I of 
the following year* For eKampla^ a reversing entry closes the balance in the 
current liability account and places a credit in the eMpenditure account. When 
the Mabilfty is paid, the debit is made to the expenditure cccount in the same 
manner as any />ormal f '^^ndlture. 
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At year-end, afTk.,unts of Income or transfers from other districts due and not yet 
received are determined and recorded in the current fiscal year. However, monies 
due from tax delinquencies are not Included, because tax income is recorded on a 
cash basis. Only those amounts that can be reasonably determined are recorded* 
The amount recorded as Accounts Receivable must agree with the report filed with 
the county superintendent of schools. 

Those amounts that are due and receivable from other funds cf the district are 
recorded as Due from Other Funds rather than as Accounts Receivable* 

Accounts Payable or Current Liabilities are amounts due but unpaid at year-end 
for goods and services received during the year. The amounts set up as current 
liabilities must agree with the report sent to the county superintendent of 
school s. 

ThostB Ifabilities that are due and payable to other funds of a district are re- 
corded as Due to Other Funds, rather than Current Liabilities* 

If the district malntaihs a Stores account^ refer to Part V of this r ..^ ^or 
I nformat Ion, 

If the proration for prepaid ©Kpense Items is made at the time of the %x^>endi- 
tur©, no further action !s necessary at year-end, The prepaid expense proration 
schedules should be checked at this time* If there Is an error to be corrected 
or an adjustment to be made, the debit or credit wlM be mad© to the Prepaid Ex- 
pense account and the offset to the appropriate expenditure account* 

The Reserve for Working Capital account is adjusted to reflect the net increase 
or decrease during the year. 

The total amount of the General Reserve account Is closed to Unappropr fated 
Fund Balance, t'y total amount In the Income and Estimated Income accounts are 
closed to Unappropr I ated Fund Balance, and the total amounts in the Appropria- 
tions and Expenditures accounts are closed to Unappropriated Fund Balance, 

Preparing the adjusting Journal entries* Under method one the adjusting sntrfes 
are made as fol lows: 

Dat© Account 
6-30-75 9580 Expenditures 

9510 Accounts Payable 

Subsidiary Expend ftures Ledger 
4300 Instructional Supplies**.,,,,,,.. 



To record MabiMties for goods and services received 
NOTEi This records accrued liabilities at the ond ©f fiscal year S973-74* 
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Date Account Debit Credit 

7-1*75 9510 Accounts Payable 

9580 Expend itures '"^^ 

Subsidiary Expendftures Ledgar 
4300 Instructional Supplies 



To reverse accrual of prior year Mabllftles 

NOTEf This entry reverses the prior year accrual at the beginning of fiscal 
year 1975-^76. 

S^^cvnd mathod. The original .icrual Is left on the books until the cash recaipt 
or disbursement Is recorded, n; this time any necessary adjustment should be 
made. Under method two thp mg entries are made as fol lowsi 

Date Account Debit Credit 

e-SO-'TS 9580 Expe u i i -e- 

9510 Ac^c rrs /ab|.. — 

To record llabilltiei lo: js and services received 

Date Account Debit Credit 

7-31-75 9510 Accounts Payable 

9110 Cash in County Treasury — — 

To record payment of I iabl I ities 

Note that as soon as it is believed that all prior year MabMities have been 
paid, the net difference betwein the total of the actual payments and the total 
of the liabilities entered before the close of the preceding fiscal year and 
brought forward as a balance in the Current Uiabillties account should be the 
basis for an entry to close such balance to Unappropriated Fund Balance, 

The following entries illustrate the recording of year-end accrusd incOfne ex- 
penditures and abatements* Neither of these entries has any effect on the cash 
account. These accounts arc ieared In the following year oy one of the two 
metfiods previo^ y describet 

Date Accouni Debit Credit 

6-30-75 9160 accounts Receivable 

9840 I ncom© 

9850 EKpend itures 

Subsidiary Income Ledger 
8880 "Miscellaneous Income Funds'-. , 



Subsidiary Expenditures Ledger 
4500 Other M , 



To rsct n',:ni lectod fees and abatements 
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Dat© Account Debit Credit 
6-3C-75 9840 Income ^ 

9850 ^^pend 1 tures _ _ _ 

9510 Acd^unts Payable 

Subsidiary Income Ledger 

8850 Renta I I ncoma, _ 



Subsidfary EKpendlturea Ledgsr 

1500 Other Supplies.*,....,.*..,..*..*,.. 

4200 Other Books ^ . ____ 

4300 instructional Supplies.., . , , 

To record liabilities for goods and services received and abatements 
of i ncome 

When accounts are closed, the General Journal entries are made as illustrated 
In the following examples; 

TO CLOSE THE GENERAL RESERVE ACCOUNT 

Date Account . Debit Credit 

6-30-^75 9650 General Reserve 

9710 Unappropriated Fund Balance 

To close the General Reserve accaunf 



TO CLOSE ESTimTED INCOME AND INCOME 

Date Account Debit Credit 

6^30-75 9840 Income 

9710 Unappropriated Puid Balanc© 

9810 Estimated lnc;>?^v . _ ~ _ 



Subsidiary Income Ledger 
8110 Mafntsriance and Operation (PL 81-8'';,,.*.*...., 

8210 National Defense Education Act, (PL 83-864) 

8611 Basic Aid end Equan^atlon Aid, 

8616 Educationally Handicapped Minors*..***,*...,..^. 
8622 Transportation, Ragu I ar . 
881 I DI strict Secured ko\ I Taxes* 

8812 District Unsecured Roll Taxes. 

8880 "MIscal laneous Funds", ^ . 
8920 Tuition Transfers. . 



To clof^ Estimated Income and Income to Unappropriated Fund Balance 
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TO CLOSE APPROPRIATIONS AND EXPENDITURES 



Date Account Debit Credit 
6-30-75 9820 Appropriations __ 
9850 Expenditures 

9710 Unappropriated Fund Bs -^nce ^T^J 

Subsidiary EKpenditures Ledger 

I 100 Certificated Salaries, Regular Schedule Teaching. . $320,000 

1200 Certificated Salaries, Regular Schedule Nonteachlng 55,000 

1300 Certificated Salaries, Other Teaching 40,000 

l^m Certificated Salaries, Other Nonteaching 19,500 

2100 Classified Salaries, Classified Service, Non Instruct ion . 4,100 

2200 Classified Salaries, Classified Service, Instruct iona i Aide. 12,000 

2300 Classified Salaries, Other Non instruct ion, 36,000 

2400 Classified Salaries, Other Instructional Aide 7,000 

3100 State Teachers* Retirement System Annuity Fund 10,000 

3200 Public Employees^ Retirement Fund * 2,000 

3300 Old Age, Survivors, Disability, and Health Insurance...*..*.. 1,500 

3400 Health and Welfare Benefits 900 

3600 Workman's Compensation Insurance..., 

3700 Loca 1 Ret I re^^^ent Systems, * 1 ,9 J / 

4100 TeKtbooks :,0f ) 

4200 Other Books. 500 

4300 Instructional Supplies... 2,500 

4500 Other Supp I i es. 800 

4800 Equ I pment Rep I acement 6, 000 

5100 Contracts for Personal Services of Consultants, Lecturers, 

and "Others. 500 

5200 Travel and Conference and Other Expense Relmbursefnents. . . . . . 300 

5300 Dues and Memberships...,..*, 200 

5400 1 nsurance 1 , 000 

5500 Utilities and Housekeeping Servlce^i. . . * 5,000 

5600 Contracts, Rents, and Leei^es. 4,500 

5700 Legal, Election, and Audit Expenses*...,..........,..,..,... 500 

5800 Other Services and Expanse......... 4,500 

5900 I nterprogram Charges and Credits 0 

6100 Sites and Site Improvemenr 2-, 500 

6200 bu 1 1 d i ngs , . . 22^ 500 

6300 Books ! , 500 

6400 Equipmont. . . . 7^800 

7200 Tuition Transfers. 30,500 

PREPAID EXPENSES 

Cash is often disbursed by school districts for servtcas or materials, a portion 
or all of which actually applies to a future fiscal period other than that in 
which cash disbursement Is made. The most common such disbursement Is for fn- 
stance, full premium of which is paid immediately, the coverage of which extends 
into school years. Were the entire premium charged to the year fn which th© 
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premium is paid, expenses for such a year would be overstated, and a comparison 
with years in which such premium was not paid would become Invalid* For the 
purpose^ therefore, of including expenditures in the year that ths services or 
materia is were received^ it becomes necessary to accrue as an asset the amount 
of cash disbursed for an Item ellocaied to a future vsar* 

When the cash d I s bijrsement for an item as discussed above is made, it Is neces- 
sary to credit the cash account for the full amount of the disbursement. The 
debit must be split to two accounts, that portion which applies to the current 
school year being charged to current year expense appropriate to the item, and 
the remaining portion applicable to a future year charged to the asset account 
entitled Prepaid Exrenses, as in the following examples 

General Ledger 



Date 



74 



Account 
9850 
9220 
91 10 



Expend I tures 

Prepaid Expenses 

Cash In County Treasury 



Debit 
$100*00 
400*00 



Credit 



$500,00 



To record payment of a five-year 
appi ies to the current year 



insurance policy, one year of which 



Ap propr I at i on Ledger 



Date Account Debit Credit 

7-15-74 5400 Insurance . $100,00 

To record payment of a five--year insurance policy, one year of which 
applies to tht-^ current year 

At the end of the- school year when the books are closedi, the asset account. Pre- 
paid Expenses, !s included with other ending balances and becomes a part of the 
beginning balance for the next school year. 

After the books are opanea for the next school year. It is necessary to determine 
whether aM or a portion of Prepaid Expenses applies to the currant year. This 
amount must be charged to the appropriate expense account of the new year^ leaving 
as a rOTainder In the asset account any amounts not yat appMcable, These* In 
turn, must be carried over as Prepaid Expense.^ to the nex' ^ckool year, tq f^Q^ 
M itate determination of the amount to charge ro a y^ar other than that in which 
tne original cash disbursement was made, It is good practice to prepare a schedule 
of amounts and periods applicable at the time when the original cash disbursement 
Is made, as shown in the following examples 

PREPAID EXPENSES SCHEDULE 

Analysis of total applying to each succeeding year 

Po I I cy Overa 1 1 F I rst Second fhl rd Fourth F i f th 

Da-*© Number Carrier Total Year Year Year Year Year 

7^15-75 '^"^ $400*00 $100,00 $100.00 $100.00 $100.00 ' ~ 
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This schedule is retained for reference at the time of a future year charge-off 
to ensure that the correct amounts are charged to each succeedrng year In which 
a benefit is received* The preceding scheduls would b© updated at the bag inning 
of each school year by reducing the control total by th© amount of the first year 
succeeding^ which is charged to expense^ and by moving each figure in the next 
several columns one column to the left, 

To charge off the portion applicable to a new year at the begmning of that year, 
a joLirnal entry is nnade^ with the debit to the appropriate eKpsndltures account 
and the credit to Prepaid EKpenses. This should be one of the first entries* 

ACCOUNTING FOR STORES 

For those sciiool districts that maintain central stores of fnaterials, It would 
be I napprcpriate to charge the amount of cash disbursed for stores as an ex- 
pense for any given year* instead. It is necessary to charge as expense only 
the value of the stores issued during such year. The v^alijeof stores paid for 
but not Issued must be accrued as an asset to become a part of the ending bal- 
ance at the close of the school year. The sanne amount In turn becomes a part 
of the beginning balance of the nev^ year when the books for the new year are 
op ened. 

Unless a Stores Revolving Fund has been established in accordance with provl^ 
SI ens in the Education Codo^ payments for stores are made froni t^e General Fund^ 
wi th the debit to stock purchases within the Stores account and the credit to 
Cash, as In the ne5<t example: 

Journal Entry 

Date Account Debit Credit 

9-11-74 9210 Stores, purchases for stock $55, 10 

9110 Cash In County Treasury $55.10 

To record suppi ies purchased for atoc[< 

When stock Is Issued^ an entry must be made crediting stock purchases within 
th© Stores ac^^ount and dabiting the appropria+e expanse acccunt^ This may b© 
done by posting detaiied requisitions to a special journaf, the accumulated 
total of which is posted to the Gensral Ledger at monthly Intervals. Such 
posting is shown in the following eMamplesi 

Stock Issued Ledger 

Requi si t ion 

Dat-e Number School Account 

9-7-74 )250l Roosevelt 430O Instructional Supplies,..,,. $2.72 

9-9-74 332 Garfield 450O Other Supplias.... , 7.66 

2661 Washington 450O Other SuppI les^, . - 12.01 

9-27-74 32 Wilson 430O I nstructf onal SuppI ies ,. , . . . 19.43 
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Monthly Journal EnlTy 



Date Stock Jssutd Ledger De&ft Credit 

9-30-74 4300 Jnistruct ional Supplies $22, !S 

4SO0 Other Suppires 19,67 

9210 Stores^ wlthdrawais from stock i4U82 

To record withdrawals of stores for th© TOoth of Septembsr, 1973 

S^or© Ledger . 

Overhtad Overhead Stock Stock Total 

Date relmburied e^peris© purchases wEthdrawals stores 

9HI-74 $55*10 $55.10 

900*74 $4U82 13,28 

In the event that a Stores Revolving Fund has bmm established^ a warrant must 
be drawn on the General Fund payable to the Revolving Fund In the amount of the 
total withdrawals in I leu of 'he Journal entry Juit given; but the aecounts are 
otherwise the same. 



To extend th© value of stock Isiues^ tha ft)ost wmmon practice Is to cornputa an 
average price ©ach time new stock \B reeo^vid liiid to ui© this average price for 
eKtending aU raquis'tlans prior to the n^xt ricdipt. The data necesiary to 
compute an average prfc© is accumulated by maintaining perpetual stock riicords 
for each Itein carried In the warehouse* Part V of this manual contains detailed 
information about mathods of maintaining perpetual stock records. 

Certain expenses^ other than the dfsbursinient of cash for stockf are usually In*- 
curred In the operation of a warehouser Examples of such expenses are the sala- 
ries of warahousenien or del Iverymsnr utilities* rented spacej and vehicles* If 
stores are accounted for In the General Fund, these other expenses may be dis- 
tributed directjy to the appropriate expenditure accounts or charged to overhead 
expense. If g Revolving Stored Fund has been established, these other expenses 
would be charged to ovtrhead expense within +h© Stores account !n the revolving 
fund rather than In thu Penaral Fund^ Eventually It will be necessary to pro-^ 
rate these expanses to the approprlete expense accountsi using the distribution 
charges cs a ba^is for stock withdrawals^ prorations may be mdm either as 
Issues are ms^J© or at the i^nd of the year* 

One method of distributing overhead incurred In operating a stores warehouse Is 
to add to the average cost of each Item requisitioned a fixed percent f overhead) 
that Is sufficient to cover all operation sxpenses. This mathcd of distributing 
overhead allov/s the lotal warahouse operating costs to be distributed to appll^ 
cable expenditure accounts by the end of the year. Any surpluj or daf felt In 
the net total of the tv/o reniaintng overhead accounts Is then prorated and dfstr!- 
buted among the liable ©Kpardlture accounts. 

If the overhead Is not distributed along with the stock issues* then some means 
of eventual dlstrfbutton of overhead must be maintained. This may be done by 
keeping a running anafyDlsof withdrawals by classification of the expenditure 
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accounts to which the chargss are being fnajo,. The totals are convertecl to per- 
cents of th© tntal withdrawals at yc?ar"'s end, and the total overhead expmnm in- 
currid In operating th© stores warohouse Is distributed to expend fture accounts 
on the basis of these parcents. When a constant percent Is added to issues in 
accounting for th^ above entries, tho debit of the total amount Includiing the 
percent for overhead, is charged to the appropriate expenditure account/ The 
credit, hov/ever, must be sp! It belween actual, valu© of the Items of stock with- 
drawals computed at the latest average price and the amount that was obtainsd by 
extending that value by the constant percent to cover overhead reimbursed to the 
Stores account. For this purpose on overhead reimbursed account should be mln^ 
tained within the Storcrs account. At tha end of the year, the total charges to 
overhead expenbo will be available soparately from the credits to overhead reim-' 
bursed. For the following year, percents may be adjusted to reduce differences 
between the overhMd amount expended and reimbursed. Any differences between 
these two accounrs at the end of the yeur must be charged or credited as the 
case may be to appropriate eKponse accounts according to the value of the items 
i ssued . 

As mentioned In Part V of this manual, an actual physical inventory should be 
tal<en at laast once annually^ and a comparison should be made between the con- 
trol county on the perpetual inventory and the actual count. At this time any 
difference should be adjusted by charging or crediting overhead expense, by the 
value of any difference In the quantity on hand^ with the offset to stock v/lth- 
drawals.. If at any tifre the warehouse Is unable to complete a request because 
of insufficient stock, an indication of how much was actually issued should be 
noted on the requisition. This wIM make possible a simple check of agreement 
with the perpetual inventory on that item, since the account will now be zerOj 
or very small. Inventory variations discovered at such times should be accounted 
for when convenient^ but no later than the end of the year. 

Specifically, if the Stores account is maintained in the General Fund, the net 
value of the inventory will be reported in Part I of the Annual Financial and 
Budget Report, both as an ending balance for the current year and as a beginning 
balance for the new year. If a warehouse Revolvrng Stores Fund account has been 
established,, the net vafue of the Inventory will be entered on part nine of the 
Annual Financial and Budget Report^ which Is for special funds/ List the accounts 
as -'Stores^' for both beginning and ending balances. Expenditures for operating 
purposes wIN be zero in ml I cases^ since these expenditures are accounted tor In 
the General Fund, Should additional capital be added to the fund resulting from 
an increase in daily attendance, the incrGased capita! is accounted for as a 
transfer expense on the Genera! Fund and a transfer income on the Revolving 
Stores Fund. Conversely, should some portion of the capital funds be returned 
to the General Fund, the amoHnt returned Is a transfer expense on the Revolving 
Stores Fund and a transfer incoma on the General Fund, 

In the event that the Revolving Stores Fund is established as a common fund of 
two or more districts, duplicate Annual Financial and Budget Report forms (Part 
II) are prepared for Inclusion with the budgets of each co-owner of the fund. 
An Indication Is made showing the percent of equity of e^ch co-owning district 
according to the value of its Initial cash and inventory contributions to the 
estab I I shed fund. 
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Wher the Re^/o^v^^lg Stores Fund is estabMshed initially, ths transf^^r eKpens© 
account in the General Fund is in the amount of cash plus inventory ccntributed 
to the fund. In this year the General Fund wIM show the value of Stores as a 
beginning balance but will show no ending batanca. The Revolving Stonis Fund of 
the first yaar will show no btginnjng balance but will show a transfer fncome in 
the hotal value of cash plus inventory received and an ending balanc© of Cash 
and Stores* 



GENCR/Xl ledger accounting for BUILDiNG FUNDS 

Butidlng funds ara used to account for 1he receipt and disbursiment proceeds of 
the sale of bonds authorized by elections and issued bv a district under Educa- 
tion Cod© Section 2l70h The major expenditures in a district building fund are 
related to the pMrchase end i mproverRents cf sit^iS, construction and modification 
of buildings, and the purchase of equipment* 

Th^ accounting entries described earlier In this section for appropriations, ex- 
penditures, and encumbrances are found In the Building Fund. However, there are 
some accounting features in this fund that are not found in other funds. 

To illustrat© the accDunting for a building fund, a series of Typical transactions 
and entries in summary form Is given, as follows* 

U Ah Issue of bonds totaling $5,000,000 is author! led by the yoters for 
the purchase of sites and the construction of buildings* 

Serial Bonds Author I zed— ^lin! ssued $5,000,000 

Reserve for Unissued &nds $5,000,000 

2, The full issu© is sold to tho Bank of America. 

Cash In County Treasury $5,000^000 

Income—Sale of Bonds $5,000,000 

Reserve for Unissued Bonds 35,O00|»0OO 

Serial Bonds Author 1 ied--Un issued $5,000,000 

EstlTOtad Income $5,000,000 

App rop r I at I on 5 $5 , 000 , 000 

NOTE: Because contracts cannot be let until funds are available, apprc^ 
priation authority must be \^ithheld until bonds are sold, 

3, Construction contracts and agreements to purchase sFtes are made In the 
amount of $4,900,000* 

Encumbrances ' ' $4,900,000 

Reserve for Encumbrsncas $4,900,000 
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4. Other costs, not encumbered^ are paid In the amount of $20,000. 

Expenditures $20,000 

^^^^ $20,000 

5. Cons+ruction contracts and agreements to purchase sites, previously ancurn. 
bared, are paid in the amount of $4,910,000. 

Reserve for Encumbrances $4,900 000 

Encumbrances ' ' $4,900,000 

Expenditurss $4,910,000 

C^'sh $4,910,000 

6. An entry is made to close Expenditures Into Appropriations. 

Appropriations $4,930,000 

E5(penditures $4,930,000 

7. An entry fs made to close Income into Estimated Income. 

Income— Sale of Bonds $5,000,000 

Estimated I nconie ■ . $5,000,000 

8. An entry is made to close Appropriations into Une)<pended Fund Balance. 

Appropriations $70,000 

Unaxpanded Fund Balance $70,000 
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APPENDIX B 



COLLEGE ACCOUNTING AND COSTING 



This appendix discusses accounting prlncip'^s unique to Community College 
districts and certain concepts for measuring costs to facM itate district 
and college fiscal decisions. 

While most fundamental principles of accounting, such as uniform nomenclature 
and double entry accounts, are cofniTioh to both governmental and commercial 
operations, certain specific principles are unique to Community College districts. 



Fixed assets of a district have little or no bearing on a district's solvency. 
However, records of investments In land, ground improvements, buildings, equip- 
ment and the like should be maintained for administrative control and insurance 
valuation. Fixed assets accounts should be charged with capital outlay expend- 
itures from all funds either currently or by summary entry at the end of each 
fiscal year and a reserve account entitled 'Mnvestment In Fixed Assets" credited 
with a like amount. Fixed asset retirements and adjustments are treated similarly 
by charges or credits to these accounts* Depreciation records on fixed assets 
generally are not maintained in tax-supported agencies except for public utilities, 
Memoranoiim depreciation records may be maintained to reflect future liability for 
fixed asset replacement. 



Lonfl-term financing of a government unit is different from private enterprise. 
Bonds issued by a private concern are usually secured by the fixed assets of 
the issuing concern. Governmental bonds are secured by ability of the college 
district to raise money through taxation. Bonded debt accounts are maintained 
by the county auditor, and data are usually furnished the district annually 
on the budget requirements for the Bond Interest and Redemption Funds* How- 
ever, districts should keep memorandum records of the bonded debt in order to 
have at hand complete data regarding such indebtedness, present and future tax 
requirements for redemption and interest, and potential additional bonding 
capac i ty. 



Revenue Is defined as additions to assets which do not increase any liability, 
nor represent the recovery of an eKpenditure, nor represent the cancellation 
of liabilities without a corresponding increase in other liabilities or a 
decrease in assets (National Committee on Municipal Accounting), -^Revenue 
refers to an increase In the net resouces or surplus of a fund," but not all 
Increases In the net resources of a particular fund "result In an increase 
In the net resources of the municipality as a whole, since the resources of 
another fund may decrease correspondingly," Fund revenues are classified by 
source, such as federal subvention, state apportionments, or district taxes. 
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Expenditures are charges against appropriations. For accrual accounting 
expendTtures includes total charges incurred, whether paid or unpaid. For 
cash accounting, expenditures covers only the actual cash disbursements. 

An a ppropriation is an allocation of funds, income, or estimated Income 
made by the governing bodrd of the district for specific purposes, usual ly 
limited as to time expenditure. Appropriations authorize spending for 
definite activities by specifying the purposes for which ©Kpendltures 
may be made, tha anraunt to be spenti and the period of time during which 
the expenditures are to be made. 

Though carefuMy planned, changes in appropriations are sometimes necessary. 
Contingencies may arise that require additional appropriations. A contingent 
resarv^ (Account 7900 Appropriation for Contingencies) is provided from which 
the governing board may authorize transfers to activities for which Insuff H 
cient funds were provided in the original appropriation. 

Obligations In the form of purchase orders or contracts to be met from an 
appropriation are recorded as a restriction or enc umbrance of the appro-^ 
priation balance to keep commitments within the financial plan* This 
controls overexpend I tures of appropriations. If encumbrances are not 
formally entered against the appropriation account, commitments may exceed 
the amount allocated to the appropriation. Obligations cease to be encum-^ 
brances when paid* 

Fund balances with suitable qualification, denote excess of assets over 
liabilities or excess of resources over the sum of obligations, reserves^ 
and unencumbered appropriations. 

The term fund is defined as a "sum, of money or other resources (gross or 
net) sat aside to carry on specific activities or attain certain objectives 
In accordance with special regulations, restrictions, or limitations and 
constituting an independent fiscal and account entity'* (National Committee 
on Municipal Accounting). The accounting structure of a fund may include 
all the usual general ledger accounts^ assets, liabilities, fund balance, 
income, expenditures, appropriations, and encumbrances. The fund is a 
complete and separate entity yielding distinct financial reports even though 
records may or may not be physically separated. In some cases, specific 
expenditures may be made from two or more different and the law authorizes 
transfers from one fund to another by resolution of the governing board. 

The number of kinds of funds authorized by law varies from time to time. 
In addition to the General Fund, some of the typical funds used by Community 
College districts are the Bond Interest and Redemption Fund, Building Fund, 
and Cafeteria Fund, The greater the number of funds, the more rigid the 
financial administration becomes. In the absence of legal requirements, 
there sould be as few funds as possible. 
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The budg et is a proposed plan of expenditures and the means of financing these 
u^pend i tyres, accounting for necessary legal requirements* Annual financial 
and budget reports exhibit actual income and expenditures of the prior fiscal 
year, the proposed appropriations for expenditures, and the proposed sources 
of income for every fund of the district. 

Transactions are recorded in documents such as apportionment notices, cash 
receipts, deposit records, requisitions^ purchase orders, warrants, and warrant 
registers and these employed for direct or summarized posting to ledger 
accounts. They should Indicate the accounts affected by account name or number* 
Documents that (I) represent transar+ions of any one kind, (2) are numerous and 
(3) regularly recurring are usually recorded consecutively and chronologically 
in specialized registers known as books of ori ginal entry. These registers 
accumulate totals for similar transactions to reduce posting to general iodger 
accounts* 

Every accounting system needs a Journal or system of journal vouchers, other 
than special registers, for the first recording infrequent entMes for which 
no other Drovlsion is made: opening, adjusting, and closing entries, and 
posting to ledgers. Standard ccmmercial forms are generally suitable. 

Col lege Cost in.q 

The college budgeting structure does not provide for measuring the value of 
output. However, many fiscal decisions deal with the internal or technical 
efficiency of colleges and may be served by the activity measures and costs 
categorized by the activities described in Part II h Such decisions do not 
require measuring the value of output* ^or example, a college may teach 
drafting in the most efficient way possible, given Its resource. However, 
if there is no demand for drafting courses by Individuals in the community 
or need for draftsmen in the community, region or even state, then the college 
is not effective. Effectiveness, In this sense, is determined only by measur- 
ing the value of output, in contrast to the notion of efficiency analyzed by 
costs and levels of activity. 

Costs may be cast in different ways depending upon the subject and length of 
time for which the fiscal decision is applicable. Very often alternative 
solutions to a problem are developed and the decision relies on analyzing the 
costs and outcomes estimated to result from each feasible alternative^ 

The costs of any alternative should be the "opportunity costs'* resulting from 
its implementation. Opportunity costs are the value of those activities or 
opportunities that must be forgone to implement an alternative. Such costs 
consist of two basic components: variable costs and fixed costs . 

Variable costs are generated by resources whose quantity can be adjusted or 
changed during the planning period. Fixed costs, by contrast are generated 
by resources whose quantity cannot be adjusted during the planning period. 
Whether resources are fixed or variable depends en the length of the planning 
period. For a one-year operating budget plan most of the Community Collegers 
physical plant Is fixed as are certain staff, due to long-term contracts or 
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other semi -permanent employment arrangements. Other staff, particularly 
those under part-time or temporary employment provisions, are a variable 
resource. For a longer five or ten-year planning period most resources are 
variable with the exception of that physical plant and equipment inherited 
from a previous planning period. 

Cost analysis should Include both fixed and variable resources. Costing 
the variable resource is easier then the fixed resource because the latter -s 
period of service extends beyond the planning period. Generally, the 
amortization cost of the fixed resource should be used; I.e., that portion 
of its total acquisition cost correctly charged against the planning period 
given the I Ife of the resource. 

Total, fixed, and variable cost data allows derivation of marginal and average 
costs. Cost rankings of dewislon alternatives generally use total data. 
However, sorne planning problems require marginal and average data as well. 
For example, initial equipment and other fixed costs in Drafting may be 
extremely expensive, while the variable costs of adding additional students 
to the program are minimal due to increasing sizes of course sections; and 
perhaps because those in the drafting program may not use library, student, 
and other supporting services at the college to any degree. The average cost 
for each student is high while the marginal cost of each additional student 
is low. As students are added to the program the Impact of the fixed cost 
becomes less Important until the two costs (marginal and average) are equal. 
College managers usually must make decisions about Increasing or decreasing 
program size at points where marginal and average costs are not the same. It 
is essential to know the approximate difference between the two measures, even 
though it Is more difficult to measure the marginal or Incremental cost. 

In contrast, a decision to establish or terminate a drafting program Is 
normally based upon total rather than either average or marginal cost so 
decisions on efforts to achieve broad college objectives such as enhancing 
the educational experiences of the elderly would also use total cost data. 

The choice of units In which costs are measured depends largely upon the 
problem. If programs Involve Just instruction and not other elements of 
the college operation (the extreme case)^ student credit or contact hours 
are useful unit or quantity indicators. Proposals involving both instructional 
and non I nstruct iona I costs and perhaps also utilizing community facilities 
are cast more appropriately In terms of costs per full-time equivalent student 
or per head count student, the former having been adjusted from the^ latter for 
the extent of student part-t Imeness, 

Units, such as costs per degree or certificates granted, popular in four-year 
institutions may be misleading for community college planning. Even the cost 
per completion, with completion defined Imaginatively, Is likely to miss the 
mark since even those falling to complete a program probably benefit to a 
certain extent. Excluding them distorts the co5t-=benef i t analysis by under-- 
stating the benefits* 

It Is possible, however, to use the student credit unit as a measure of 
output so long as the credit unit is not defined in the traditional sense. 
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For example, Mt, San Jacinto College allows variable credit for most courses 
offered. A student may earn one, two, or three units In a traditional three 
unit course by achieving certain measurable and unmeasurable objectives 
specified by the instructor. The use of unmeasurable objectives generally 
incorporates the effective^ as well as cognitive, elements of college instruc- 
tion. A student who masters one^thlrd of the course content recefves appro- 
priate credit, rather than nothing as he would under traditional credit and 
grading procedures, Thusj for Mt, San Jacinto, the credit unit measures outpul 
since it Is defined in terms of the skills and attributes added to students 
taking courses* 

Another popular but sometimes misleading distinction is that between **direct" 
and "indirect^' costs. One definition suggests fho^ those costs easily attri- 
butable to college programs are direct while those more ^'fflcult to attribute^ 
to the program - requiring proration or allocation - are inQirect. The 
criterion Is thus the energy of college staff. Another definition labels 
instructional costs as direct and non instruct lona I costs as indirect. This 
apparently refers to classroom expenditures, since the library, counseling, 
or admissions and records efforts all have their own direct and indirect 
expenditures* The d i rect-^ i nd 1 rect definition appears to be a function of the 
particular planning problem and of general use primarily for certain instltu-- 
tlonal funding situations, such as the Vocational Education Act program, where 
federal grants provide additional overhead funding based upon indirect cost 
calculations. 
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CLASSIFICATION OF I MSTRUCTIONAL DISCIPU NES (CID3 

January 1973 
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APPEND IK D 



LIST OF SUPPLIES, EQUIPMEMT^ AND CAPITAL OUtUy 



U^ti-srs before \^mm in th€ l!st below have the following meanings^ 

E - Equtpi!i©nt 
S = StippI I ©s 
I "Site Improv^en+s 
B - Bui Iding 

TN list ihould bt used In conjunction v^rlth criteria Iri Pari' IV^ Many Items 
I isted as equlpfnent art considered as materials for siti ImproVOTent If attached 
to thB land or bul IdIng if attached to buridlngs* 

If an ifm is not in the list, another slfnllar Item can be iissd^ Some Items must 
be idtntlfled by association. For eKampI©, an Item Is identified by assoQiatlng 
ItvtflthDne of the following suppMes^ chefiilcals, cloth, clothing, conipouhds, 
d lilies^ drugs^ food, games, glasswar©i machines (imall hand), msdlclnes, paint, 
parti Crapalr), stationery, tableware, tools (hand, not in sets), and utensilsi 
or by associating ft with any of the fol lowing equipments apparatus, appliances 
(household), cabinets, furniture, Implanente Cfann), I Ivestock, fnachlnes (large), 
tool sets (hand), and tools (power). 



ESIB 

S*-Abras Ivas 
S-^-^bsorbant cotton 
S— Account books 
S— ^GOQunting forms 
|--*Accounting machines 
S^*^eaty I ene 
S^^^chlevOTent tests 
S-^cIds 

S*-^ddIng rnachlne ribbons 
S**Add ing machine tapes 

E-* 'Add I ng fnach i nes 
S**Addressi ng machine plates 
S -^Address f ng machrnt ribbons 
S~AddriSsfng machine stanct Is 

E"Addresslng madliines 
S^^Adhesive tape 

S^A f r, cQfnp ressad 
E^-^Af r compressors 

Air-condition ing syst©ns 

At r-conditioning units, 

casgrfient 
S^ATr gauges, tire 

Af r hoi its 
S — Albums 
S —Alcohol 



ESIB 

E--^AI idades, teliScQpIc 
E^AIIgnment gauges, camber, toe-In 
E — Ammiters 
^Ammon la 
S™^Ampules 

S"Anatomical charts 
E--*AnatQntcal models 
E™And|ronB 
E^^Anemoneters 

S^'-Anesthetlcs 

S"An! I Ine dyes 

S — ^Anlma I boKes 
E — Annunciators 

S"AntI freeze 

S-*AntIsaptlc gauza 

S — Antl septlcs 

S~ Ant I toxins 
E — Ms 

E"Apparatus cablnits 

E*-Apparatus^ medlca I, scientific^ elec^ 

tronic, photographic, arc-Wildlng 
E — Appliances, household 
AppI Icatora^ threat 
Aprons 
E^^Aquar I urns 

E — Arc-welding apparatus 
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S—Arch supporti 
S-^Arohery seti 
S"ArcHf+#cts scalts^ l^lnch 
measur© 
E-*Affhatur0 grow leri 
S"Arrows 
S"Ar+ canveses 
S"Art ereyons 
S — Art ©ras#rs 
S"Art paints 
S"Art paper 
S"Asb©stQS ' 
S**Ash cans 
S"Asphalt 

S"Asphalt roofing and siding 

S-*Astrlng©nts 
E — Astrographs^ wal I 

S-*Athl©ttc unlforftis 

S-^-Atlas©s 
— Atomizers 
E-*Aud!om©ters 

S-*Aijg©r bits 

S~Aug©rs 
E— Autoclaves 

S"Automatlc rtgulatlng valves 

S — Au+omobl I© acae^sorlis 

S — Automob! I© cQntrols for handi- 
capped persons 

S—Automobf I© defrosters 

S—Automobl i© ful© tanks 

S-*A\jtomobI I© heaters 
E«Aijttmobi I© lifts 

S"AijtomobM© signals 

S — Au+omobll© ttris and tubes 
E**AutcmDbM©s 

S-^-AMrds 

S— Airls 
B"Awnings» fixed 
E— Awnlngip removabi© 

S — ^A>c©s 

S"Babbit metal 
B*»Baokboards^ indoor, flKed 
I "Backboards, outdoor I f iKed 
E— Backboards, portabl© 

r"todkstopSp f\x%d 
E--Backstopi, porl^bl© 
S-^iadgas 

S—^fedrt I hten rackets 
S-*Bigs 

S"Sak?ng pans 
S"&klng powdtr 
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S"Bakt ng soda 
E***Sa lances, b©am 

S-*^&lanc©s, smal I spring 
E«-tol Ing presses^ compression moulding 

S-'-ft M bearings 

S'^-Ba { I p©©n hammers 

S-*»B^I loons 

S"& j I ot boK©s 
ai Is 
E"Band .Instrufnents 

S»Bind saw blades 
E-^Bgnd saws 

E— Band unl forms 
S--Bandag« 
S-^'Bands, rubber 
S-^&mers 

E"Sarb©r shop tools, ©lectrlc&l 

S^*»Barb©r shop tools, hand 
E— tofber-tVp© furnltur© 
E— Barographs 
E"Baromaters 

S^^^iarre Is 

E"Bars, tprlzoni^l p portable 
S"iasebal Is 
S»&g©Sj basebal I 
S-**Bas©Sp electric lamp 

I -"-Bases, flagpole 
S-^-aslns, portable 
S-^Baske+ball shoes 
S— Sagketbal Is 
S— Baskets, container 
S"Bath cur^ I ns 
S-*aath Mts 
S«Bath robes 
S—ftfh tub fittings 
S*-*Batons 
S^Bats 

S*-to tter I ©s , e I ©ctr 1 c 
E— Battery charges 

S— Battery elements 

S-*&ttlng« cotton 

S-**3eads, arts and crafts 

S«*3©akers : 
i«*i@am, compass 

S^^-Sean bags 

S— Bear I mis, bal I 

S-^Bearlngs, roller 
e-^Beatars, egg, electric 

S— 'Beaters, egg, hand 
E— iMuty class furniture 

S-*toddlng 
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E-*Beds 
■ :S"B©dspr©ads 
S~Bedsprlngs 

S**Bel lows, hand 
E**^Bellows, pow©r 
S—Bel Is^ cal I 

S~Bel Is, smal l hand or cl#Bk 

S"B©I+ drasslngs 
Belts 

S"Bench stops 
E*^Binch©s 

S — Beniens 

S™Bevels 

I^-Blcycls racks, f fxed 
E"Bicycle racks, portabjs 
E — Bicycles 

S~Blllheeds 
E^*Bllllng machinas 
E"Blnd©rs, agricultural 

S*-Blnd©rs, looialeaf 

S"Bf ndlng cloth 

S~Bf ndi ng cord 
E — Binoculars 

S^-BIol^fcal charts 
E—BIalogica 1 rnodels 

S*-Blology spaclmens 

S"Bit braces 

S~Btt tools 

iits 

S~Blackboard pointers 
E**Blaekboards* portable 
S*-Blackboards, smal I slat© 
S*-B I adders 
S-'^BIades, saw 
S— Blankets 
S*fBlanks, printed 

B**Bleach©rs, indoor, tlKsd 
I'^-'Bleachers, outdoor, fixed 
Bleachers, portable 
S*-Bleach©s 

B~BlInds, Venetian 
^"-Blocks, hat 
S^-Blocks, kindergarten 
S*-Blooks, surface hardened 
S — Blocks, terminal 
E — ^Blood analysis apparatus I 

compieta 
E*'«^B food plasma cabinets 
E^ — Blood pressure apparatus 



S~B totter holders 
S"Blott©r pads 
S—B I ottari 
E—B rowers - 
S--B3owplpes 
E— Blueprint machines 
S'"*BlueprLnt paper 
S"Blying 
S^-^Soards, bread 

B-*Boards, bul let in, f Jxed 
E—Soards, bul letfn, portable 
S=Boards, carrofn 
S — Boards, checker 
S^^Soards, drawing 
S"Boards, emery 
S^-Boards, games 
E*-- BaardSy Ironing 

B — Boards, Ironing, built-in 
S*-Boards i I umber 
S^-*Boards, mounting 
S — Boards, sandwich 
S^-Boards, wash 
E — tosts or canoes 
S— Bobbrni 
E--B©dies, bus 
E — tod I as I truck 
S"Bodkins 
S — ^i ler cleaners 
S*«BoMer compounds 
S--BoMer firing tools 
S~feJt cutters 

Bolts 
S"Bond : paper - 
S*^Book cards 

Book Jackets 
Sr-Book pockets 
S—&>sk records 
E--Bqok stacks 
E-^Book trucks 
E*pBookb I nd i ng mach I nery 
E«-Bookca ses , porta b I e 
Bookcaseis, sectlona 1 
S— Bookclofh 
S"Bookcoy8rs 
S— Bookends 
S"%okkeeplng forms 
E*-Bbokkeep I ng mach I nes 
S~Bookp lates 

Books 
S"Books, cash 
S--Books, compos 1 1 i on 
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E— Books » I i&rary 
S— Books, loose leaf note 
S-^-Books, racord 
S-^-Books, t#x+ 
S"Boots 

E^-Borfng fnachints^ precision, table 

or vert Id © types 
S'^Bottle syphons 
S"BottNs 

S-*BoW 1 1 ng a I i ay p I ns 
S"Bovfls 

S— Bowls^ watar closet 

S — Bowsjp arohary 

S— Box fl les^ cardboard 

S*-Boxes 

S^^BoKaSj alectrlGil 
S"Boxlng gloves 
E^-*Boxtng rtngs, complete 
E — Boyla^s law apparatus, ccmplats 

unit 
S"Braka I f nlng 
E"Braka ft nlng macHlnts 
E"Braka^ and folders, hand or 
power 

S**BrikaSp ocmplate replacemfnt 
units 

S"Brass pol Ishee 

S"BraSi rods 

S--^BraSB sheets 

S — Bread knives 

S— Bread pans 
E"Bread sllcers, meahanfcal 
fe**Breed toasters # electric 

S-'-Breadboardp 

Breakers I circuit 

S"Brlcks 
E-^Brldges^. vheatstone and sffn! lar 

S"Brldles 

S"Brief cases 
E"Brol lers, electric 

S"Brortze, casting 

S — Bronzing Mquld 
E~Brood@rs 

S — Brooms, hand 
E**BroofriSp power-driven 

S—Brushas 

S— Bfucki+s 

S-*BuQksatfs 
E«Buffers, elwtric 

S~Bug sprays 

S--Bulbs, ©l^+rlc l ight 
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S«Bulbs, f lov/er 
B— Bullttln boards, fixed 
E-*Bulletln boards, portable 

S"Buntlng 

S-*Burettes 

S—Burlap 

Burners, bunsen 

S**Bus accessories 
E**Bus chassis 

S*-*Bus repair parts 
Bus tickets 

S"Bus tiras and tubes 

S*-Bus tokans 
E"Bus wagons 
E— Buses 

S«*Bushlngs 

S-^Butter sprwdars 

S~Buttons 

S"Buttons, push 

S— Buzzers 

E — Cabinets, apparatus 

E**Cab I nets, beverage cod 1 ng, I ee 

or electric 
E--Cablnets, f fling 

B-^Cab I nets, fixed 
E — Cabinets, frezen food storage 
E-*Cabinets, Ice oraaw, ice or electric 
I^^Cabtnets, laboratofy 
E--'CabInets, lantern sl ide 
E-*Cabfnet0, porftble 
E-^-Cablnets, print, drafting 

Cabinets, printersj galley 
E--Cablnets, printers, typa 
E-*CabIn#ts, supply 
S-*Cable 
E— Cages 
S*-Cake knives 
S— Cake pans 
S**Cake soaps , 
S**Calctmlne 
E— Calculating TOchinas 
S**Ca lender pads 
S-*Calendar stands 
S*-Calendara 
S"Cal Ico 
S^Cal tpars 
S"Cal I bells 

E*-CalortffietarSp conttnuous flow 
E— Calorlmetars, electric 
E— Cameras 

E-^Cameras, motion picture 



E-*Camafai; stl H 

;' \ /S--CaiX-: covers' •■ 
S-*Can openers 

S~CancJlastIcks 

E — Canners 

— Canoes 

S**Cans* ash 

S-*Cans* garbage 

S"Cans, rubbish 

S — Canvas 
E"Cappers 

S"Caps, mata I 

S--Carbtde 

S — Carbon diopcide 

S**Cerbon paper 

S — Carbon ribbons 

S^^Garborundurfi stones 
— Carburetors 

S — Card holdars 
E^^Card punching and sorting device 
E**»Caird racks 
E**Card tables 

S*-Cardboard 

S-*Cardbdard tw&B 
^ S— Cards 

S~Carp0nters squares 

S — Carpet beaters 
E^ — Carpets 

S — ^Carrofti boards 

S^-Carrom cues 
S-^^Carrom rings 
E--Carts 

S-^^CarvIng knfvas 
S-*-Gas©s^ brief 
S-'^Casts^ cardboard 
E*-Cas©s, display 
E*-CaseSp f I le 
E^*Cases ^ I aboratory 

Cases^ musical instruments, 
large 

3 — ^Gases » mus i ca I 1 nstrumants , 

snia l I 
E-«Cas©s^ supply 
E — ^^Cases, type 

S'^Cash boxas 
E-'-Cash raglsters 

S--Casters 

S"Cast(ng brorre 



S~Catalog cards 

S— Catches 
Cattle 

S — Caulking compounds 

Cau I kl ng I rons, all si les 

S"CaustIcs 

S*-Cellophane 

S"Ce 1 1 s ^ p hotoe I ectr i c 

S"Cel lulof d 

S*-*Cemertt, construct Ion 

S«GOTent# I Iquld 
E^Center i ng mach I nes 
E— Centrifuges 

r *^Cert I f I cates 

S--Chaf tng dishes 
E— Chain hoisti 

S'-'Chalns 

S*-Chalns, tlr© 
S^^Chalr pads 
E--Chaira 

E*^Cha I rs, folding ' 

8— Cha I kboards, f iKed 
E^-Cha I kboards, porta b I e 

S--Clialks 

S"ChanfM5 f s 

S~Cjiehgavhdldars 

S^-^Charcpal 

S~Charge s i Ips 
E-^ChargerSj battery 
E**Chart> stands 
E-*Gharts> large 

S^-C^harts, smal I 
E"ChassIs,' bus 
E-*Ch^ss Is, truck 
E'-*Check hand I Ing mach i nes 

S— Checkbooks 

S—Chaeker boards ^ 

S^Qhackers 

S~CheckSy brass 
E*-*Chackwr Iters 
Cheesec I oth 

S—Chamlcals 

S"Chemfstry glassware 

S-^Chemiitry rubber goods 
E~ChlmeSp large 

S — Chimes, srnall 

S-^-Chlnaware 
E**Chr sals. In sats 

S— Chlselsv not In sets 

S — ChopparSi food, hand*oparated 
E — Choppers^ food, power 
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— Circuit breakers 
S"Clemps 

S--Clay 

S-«Clay model I ng tools 

S"G|©ansrSj flu© 
E — Cleaners, steam vapor 
E*-C raanars , vacuum . 

S — Cleaning cdrnpounds 
E*-C 1 i nomatfrs , photo© I ectr I c 
E^^CIIpperSj aliictrlc 

S-*C Uppers^ hend 

Clips ^ 

— ^Clock systems, prog ramp electric 

S"C locks/ desk 
E--Clocks, wall 

S™Cloth 

S^-Cloth binding 
E'-Cloth cutting machines 

S—Cloth nets 

S — Clothes baskets 

S~C lathes brushes 
E~Ci©th©s dryers 

S~Clothes hooks 

S--Clothesl Ines 

S^^CIothespIns 

S-^CIothlng 
E^-^CIutch rebulldfng apparatus 

S"Coat hangers 
— Coat hooks 

S^'Cocoa mats 

S— Coffee cans 
E*^Cof fee grinders 
E— Coffee percolators I electric 

S*-Cpf fee pots 
E-'-Cof fee urns 

E"0o In, currency j and check 
handlfng machines 

S~Co landers 
l**Collapslble tables 

S"Co I ored pencils 
E~Col6rlmeters 

S"Co I or I ng dyes 
E— ^Combines 

S— Combs 

E-*-Combustlon analyzers 
E — ^Comparators 
S^'Compasses, blackboard 

S-*Cempasses; drawing 
E— Compasses, Mgnetle 

S"Compasi©s, n^gnetlc, p^ket 

lie 



S"Compoundi 

S*«Compressed air 
E*«COTpreiSQrs, air 
E***Computtng machines 

S**-Condensers^ electronic 

S-*Condenseri, Ignltlpn dfstrf butiort 

S*:^CondIments 

S-'-Condu It boxes ' 

S— Conduits and fittings 
E^Connectf ng rod al Igners 
E™Cortnectfng rod^rlng machlhf^s 
E^Connectlng rod rebabbl ting Jigs 

S^^Connectors, wTre 

S*-Construct I on paper 

S™Contaln©rs 
E — Conveyori 
E**-Cookers, pressure 
E***^okIhg stoves 

S*-Cooki ng uten| Ms 
E-**Coolers, water 

S**CopFng saw blades 

S«*C©pper 

S^'^Coppers, soldering 
S**Copy holders 
S«-Cord 

S^*Cords, electric 

S^^Cores^ valve 

S**Cork 

S— Corkscrews 

S"Cornlces, metal 

S-^^Correct Ion fluid, stencil 

S-«"Cdrros!v©s 

S«*Corrugated paper 
E-'-Costumers 

S^-Costumes, theatrical 
i-*Cots 

S— Cotter pins 

S***Cotton, absorbent 

S*^Cotton gauze 
E— Couches 
E*«Counter freezers 
8— Cpunters^ f ixed 

S-«Couriters, revolution and stroke 

S^'^Counters I nte 

S*-Coup lings 

S*«C6vera|ls 

S— Covers 

S*-Craypns 

S™Crockery 

S— Crocks 
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: 5~Cross*s©ctIon paper 
;:S-^'-Cruclblas 

S*-Crude ©i I 

S^fCrushed rock 

S*-Crysta Is* watch 

S— *Cu©s^ carrw 

— Cultivators 

S^-Cuiverts^ sheet metal 

S— Cup hooks 
E"Cupboards 

S™Cup$^ grease 

I— Curbs 
S-'^Curl ! ng Irons 
S*-*Curtaln rods 

S— CuriBini, shower and window 
B~Curtains, stage 
B"Curtalns, cycloroma 

S — Curtains, window 

S~Cutlcle pushers 

S~Cutlery 

S^Cuttsrs , g I a ss 
E--CutterSp large 

S — ^Cutters, pastry 

S"CutterSy plan© 

S*-Cutters* sma II 
E"Cyl I nd©r boring machlnas 

S--Cyl fnder oils 

S-*Cy I f nders * d I eta t f ng maQh f ne 
E— 'Cy I Inders, gas 

S~Cy I Inders^ hydrometer Jar 

S^Cylinders* mailing 

S-*Dampers 

S~Dat© stamps 

S-*Daters 
E™Dat I ng machines 

S'^Decoratlons 
E— Deep fat fryers 
E«*Deep f raewr s 

S***Dental abrasive pot nts 
E~D©nta I benches 
E"D©nta I cabinets 
E-*Denta I chairs 

S«-Denta I charts 
E^-Denta I drilling apparatus 

S— Dental drf l Is 

S — Dental InstrumentSi smaM 

S-*--Deodor I zers 

S— Desk blotters 
Desk lamps 

S^^Desk letter baskets 



S--Desk pads 
E"Dasks ' 

S"D©v©lop8rs, photographic 

S"D©v©l€plng tanks 

S"D©Ktr ill 

S-*De^tros© 

S*-Diarl©s 

S^DIctatl ng machi na cy finders, 

df scSj and tap©s 
E™DIctat!rig machlnga 
S—DlctIoMrI©S| abridged 
E-'^DictjonarTfSp large unabridged 
E — D I cttonary stands 
E — DieSp in sets 
S"DIaS| not ih sets 
S — Diesel engines. Integral parts of 

larger urilts 
E-^'-Dlesal snglnes for us© In classrooms 
S^^DIploma covers 
S~DI p I oma ribbons 
^ S~DIp!oma seal s 
S-^DIplornis 
E-*DIscs, optical 
S-*D I scs, phonograph 
S"DIsh brushes 
S^DIsh cloths 
S^^DIih pans 
E— Dish trucks 
S-^Dishes 
_ B--piahv^esharS| f ixed 
E--D I shwashers, portable 
S-^^Drs Inf ectarits A 
S"Dlspe}is©rs^ soap 
. E-rDlsp lay- oasds;^:^:^^ 
S^-0|splaV rnbunt^ 
S--Dlis©ctrng serfs 
S-^DIst^ll^d;^^^ 
E--pfst IJ I I ng, apparatus 
S--Distrlt)iitor boxes 
blgtrlbutbrs 
E^ — Ditto machines 
S--DlVidsrs 

Do II res ' 
S"Dol I les , 

Dolls 
S-^'Doormats 
S-*Doors 

S*-Dowa I s ' 
S^^Draftlng instruments 
E"Draftl ng rtiachi nes 
S"Dragl inis 
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Drain cleaners 
S*-Drailn pans 
S~DraIn plugs 
S"DraIn plungers 
S"Draln tl l a 
S^-^Ora I np F pa f I ushers 

B--Drapery 
S~Drap©ry cloth 
S — Drawing boards 
S"Drawfng compasses 

Drawing i nstrumtnts 
S~Drawlng paper 

Drawing pans 
E — ^DrawIng tables 
S — Dresser ©mery wheel 
S — Dressing, belt 
S-^Drier^ Ink 

Drier paint 

Drier varnish 
— Drift meters 
S"Drift pins, a! I sizes 
S^^Drill bits 

DrI 1 1 points 
E~Drill presses, bench, floor 
or radfal 

Drf lis, hand 
E~OrI I Is^ power 

E~Dr Inking crater coolers, electric 
or Ice 
t — ^Drlveways 
S**Drugs 

E"Orums, bass, kettle, snare 

S"DrumS| fiber 

S**Drums, m#tal 

S — Drums, other than musical 

S"Dry eel Is 

S"Dry measures 
E"Dryers 

E"Dryers, clothes 
E--Dryers^ hair 
S*-Drygqods 

E--^bry I rig m I ts , I nf rared 
S--Dumbbe! Is 

S*-Dupl leafing rrsch I ne brushes 
S"Dup I f cat I ng mach I ne Ink 
S^^Dup 11 eating TOcHlne paper 
S"Dupl lcatlng maphlnii parts 
S*-Dupl leafing machine rol Is 
E— Dup I leaf I ng mach I nes 
S-*Dustcloths 
S**Dust#rs 



S--Dustpans 

S— Earthenwar© 
E*-&is©l s, large 
S^Easels, sma II 

S*-Edge tools, except cutting dies 
E'^'-Edgers, lawn 

S-*Educatloner tests 
E**Eggbtetars , . a I ectr f c 

S"Eggbeeters, hand 

S—Elasffc 

S*^ Electric batteries 
E — E I ectr I c clippers, sheep, horse 

Electric cords 
E — Electric dishwashers 
E^ — Electric floor scrubbers 
S**ElecfrIc fuses 
E"Electrlc hot plates 
E-*ElectrIc Irons 
S — Electric lamp bases 
'S--Electrlc light bulbs 
E— Electric mixers 
E'^^E I ectr ic sending machines 
S--Elecfric switches 
E*-Electrlc toasters 
E"E!ectrlc tube testers 
E^-^EIectrlc vacuum cleaners 
E«-E I ectrl c Wax 1 ng mach i nes 
E— Electric welding apparatus 
S-*EI ectr Ic wires 
S"ElecfrIcai boxes 

S*-EI©cfr lea t sysfms 
S"f lecfrodes 
E— E leaf ro lys I s agparafus 

E I (Ktromag nets ^ I a bora tory 
El act ron Ic cpmporierits 
E*-E!MfronIc deviation meters 
E"-Elecfrontc frequency meters 
E— Elect ronic pwer supp ly and 

voltage regulators 
E— E I ectron I c r«ord I ng dev I ces , 

graphical and visual 
S"EI©ctrpnfc tubes 
E— E I ectron I c yo I f ^^hmmefers 
S— 'Elements, battery 
E~ Embossers 
S-^-'finbossIng fluid 
B^ibosslng pans 
S^Bnery boards 
awry cloth 
S*-aiery powder 
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S—Bnery wheel dressers 

S*- Emery wheels . 

S-*Enamel 

S'^^Ename led ware 
E"Encyclop©d{aV set 
E*-End fables 

S"Engineers scaleSj rneasure 
E^-Engrne flushing machiries 
E — Engines^ for us# in claisrooms 

S^^Englnes* Intagral parti of 

larger unfts 
E*^Enlargers 
E — Enve I ope sea I ers 

S"Enve!opes 

S — Epsom sal ts 

S — ^Eradicator, Ink 
E — Erasers, electric 

S"Erasers# hand 
E — Exhibit cases 
E — Exposure meters, camera 
E — Extensomaters 
E — Extinguishers, fire 
E*- Extractors 

S" Extracts 

S-'-Eye charts 

S^-Eyefats 
S**Fabr}cs 

S*^Faca and eye shields 
S**Faces, archery 
E—Fal I Ing weight rarmiers 
E"Fahs,e lee trie, portable 
S-^-Fasteners 
S*-*Fasteners, apparel 
E"Faucets , comb I na t ! on or s I ng I e 
S"Feldspar 
Felt 
i "Fences 
S~Fenctng fol is 
S^^Ferruies 
S"Ferti Ifzers 
S—FIber rod 
S*-F I ber^ sheets 
S— Fiber tubes 
Fiberboard^ 
E-*FIgures, geometrlca I , models. 

In sets ^ 
S*-^Fi le boxes 
S™FI I© cards 
S— F I le folders 

S"FI les, wood and metal working 
E—FI 1 1 ng cabinets 
E**Fi I Ing machines 



ESIB 

S~Fi i I ngs 
S"Fi 1 1 ers, battery 
S-^-Fi 1 1 ers, i nk 
S-^-FI 1 1 ers, paint 
1 1 ers, wood 
Fl Im unprocessed 
E — Fi Im processed 
S — Fi Im cOTent 
S^^Fl I tar paper 
S*-^FI Iters, sma 1 1 
S — Fingers, rubber 
Fi Imstri ps 
E" Firearms 
S~Fira axes 

S"Flr© extinguisher refills 
E — Fire extinguishers 
S"Flre hooks 

B"Fire safety systOTS 
S — Fire shovels 
S — Fire tongs 
E~Fireplace flKtures 
S — Fittings, lubrication 
S— First aid kits 
!"Flagpole bases 
l™Flagpoles 
E"Flags, large 
S"Flags, smal I 
Flashlights 
S~Flasks 

E"F(atirons, electric 

S*-^FIavor1 ngs 

S^FIaxseed 

S*-F|exible cord sets 

S"Flexible metal hose 

S'-^FI edible metal t^^ 

S**FlpatSi; hydrCTieter^^^ 

S—FI oats, plumbing 
E^FIoodl fghtsy portable 

B*- Floor covering, wa I l*to-wa 1 1 

S— Floor ol I 

E*^FIoor scrubbers, electric 
S—Floor waxes 
S--FIour 
S**F lower bulbs 
S"F lower pots 
S*-F lowers 
S™F|ue cleaners 
S«Fluorescent lamps 
S^'-F I uorascent starters 
E*-F I uoroscopes 
S-^'F I ushers, drainpipe 
S-^FIush valves 
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S-^-Fly sprays 

E-*Folding chairs 
E*«Foldfng tables 
S"Food 

S — Football dummlasi tackling 
S**FootbalI shoss 
S — ^Football uniforms 
S^Footbal I s 
S — Forceps 
E** Forges 

S-*ForkS| sllvarwara 

S"Forks, spadfng 

S«*Forks, tuning 

S — Formaldehyd© 
i — Forms ^ drass 
E*-*Forms, gaomatrlcal, modal, 
'In sets 

S — Forms, printed 
E*^Foundry machinery 
E — Frames^ blueprint 

S**Frames, door 

S**Framas , m I r ror 

S'^-'Frames, ophthalmic 

S — ^Framas^ picture 

S*^FramaSf saw 

S**Fram©s> window 
E*^Fr©ezars 

E«-Fre©MrS| Ice cream 
E*^Fr©quancy meters 

S"Frlc^on tape 

S"Frults 

S"Fu#ls 
Fumlgants 

S*-Fum I gators 

S"Funglcfd©s 

S--*Funnels 
E*-Furnac©s 

E-«Furnac©S|i heat treating 

E*^Furnac©Sp laboratory 

E— Furnaces^ r©m©l tl ng * typ© meta I 

E«-Furnlture 

S-*FurnttMr© polish 

S"Fuses 

S*-6ages, tire 
E**-Galvanomaters 
E-*Ga I Vanoscopes 

S--Sifri©s 

S«-Sarbage cans 

S»Garden hose 

S"-Sartl©n tools 

^ 1 



S"Sarm©nts 
S--Garnet paper 
E-*Gas c^pressors 

Gas cy I inders 
S'-^Gas mantels 

E"Gass meters, laboratory typ© 

Gas p lates 
E-*Gas stoves 

S-*Gas©s 

S**^Gaskets 

S*-GasolIn© 

E — ^Qaso I In© dispensing pumps, electric 
S — Qasol In© dispensing pumps, 
hand operated 
I --Gates 

E — Gauges, a I Ignment, cambers, toe-in 
S"Gauges, tire 
S"Gauz© 

E— Gear cutting machines 
S--QMrs 
.S--Ge latin 

E~G©latin dupl tea tors 
S"Gelatin pads 

S"Sen@rators, integral parts of 

larger units 
E"G©nerators# not integral parts of 

larger units 
E*-GeographIc globes, large stand type 

S— Geographic globes, smal I desk type 

S--Glass 

S— Glass watch 

S— G lass cutters 

S"6 lass wool 

S— Glasses, drinking 

S--G I assiis / magn I f y t ng 

S— Glasses, bphthalmic 

S-'-Glassware 

S—eiaza 
Gl Ides 

S— Q I ob©$, electric light 
E — Globes, geographic, large stand type 
S— Globes, gaograph I c, srrrall desk type 
S— Gloves, rubber 
S—Qlue 
S— Glycerin 

I — Qoa I posts 
S— Goggles 

I— Grading 
S"Graduated measures 
S—Qraph paper 
S— Graphite 
S*-Qrass seed 

0 
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S — Grass shears, hand operited 
Grass sh#ars, power operated 
S~8rat©Sj stov© 
S~Gravtl 
S~Gr©as© 

S-^Grease guns, air, gun only 

S"Grease guns, hand 
E— Qr 1 nder s , oof fee 

S — QrlnderSf hand operated 
E~GrInders* power opera t-ad 

S~Gr I nd I ng compou hd i 

S"Grlndlng wheels 

S— Groceries 
E"Growlers^ armature 

S — Guards* arm 

S"Guards, lamp 

S — Guards, shin 

S"Gummed cloth 

S — ^Gummed figures 
Gummed labels 

S^-Gummed sea I s 

S — Gummed tape 
E— Guns, starting 

S-'Gym shoes 

S--Gypsum 
E-^-Gyrpsoopes 

S — ^Haoksaws 
E-*Ha I r cllppersi electric 

S-*l*Ir cl Ippers, hand 
E — Hair dryers 

S— ffalrplns 
E— Hall trees 

E"Harmners, autobody, pneumatic 

S"Hammers, ball peen 
E"l*mmers, electric, hand 

S-'^Hammers ^ I Ight forged 
E*—hteimmers, power 

S-*hbmmerS| s i edge 

S"htemp©rs 

S"Hand bags 

S— Hand saws 

S~Hahd stamps 
E"Hand tools. In sets 

S**Hand tools, not In sets 
E--Hand tools, power driven, 

pneumatid and electric 
E—Htond trucks 

S~Hfandbal Is 

S-*Handbpoks 

S~Htandles 

S"Handserews, wood and Iron 



S"Hangfrs, clothing 
S—Hangers^ hardware 

Hardware 
E — Harnesses 
E*-Harrows 
S«Hat blTOks 
S — Hatchets 
S"Head lights 
E — Heaters 

Heaters, portable 
S**Heatf ng pads 
S*-Heatlng syst«Tis 
E — Hectographs 
S — Hemp fibre 
S — Hinges 
S — Hoes, garden 
E"Hoists 

E — Hoists, electric or pneumatic 

S — ^Holders, blotter 

S — Holders, change 
.S"Holders, copy 
E— Ho I ders , d I ct I onary 

S*-HDoks 

E^-Hor i zonta I bars , porta b I e 
S^-Horns, motor vehlcl e 

E~Hors©s 

E"Horses, gym equipment 

S"Horseshoes 

S~Hose, apparel 

S"Hose^; fl^Ib la metal 

S~Hos©^ garden 

S**Hose clamps 

S~H6se nozzles 
E**Hptp rates 

Hot water bottles 
i"Hurd(es^ ; ; 

E-*Hydrau I to Jacks, garage type 
S--Hydrometer floats 
S*- Hydrometers 
S— Hygr^rfars 
S~Hy poderm f c need I es 
S"Hypodermfc syringes 
S— Ice 
S** Ic© bags 

E" Ice cream cab I nets, 1 ce or ©I ectr Ic 
E" I ce cream freezers 
S**lgnItlon col Is 
E"- Implements, farm 

Incandescent lamps, bulbs 
I "Incinerators, fixed 
E— Incinerators, portable 
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E-* Incubators 
S" Index cards 

Index labels 
S~ Index fabm 
S*-lndlan clubs 
E** Inductance standards 
S~lnk 
S — Ink drier 
S**lnk ©radicator 
S-* Ink pads 

Inner tubes * auto 
S" Insect nets 
S" Insect screening 
S"lnsectlcfdes 
S~lnslgnla 

Instruments* band and musical 
— I nstruments, denta I , ima 1 1 
S«« I n str umen t s , d ra f 1 1 ng 
S** Instruments^ drawl ng 

Instruments, medical, small 
E" Instruments, musical 
E^* I nstruments , record I ng , e I ectr I ca I 
S — Instruments, surgical , small 
E" I nstruments, surveying 
E — I nstruments , tesf I ng 
S~ Insulators 
S — I nte 1 1 1 gence tests 
B**lntercommunication systems 
E— I nterf erometers 
S*- Interval timers 

Iodine 
S~ Iodoform 
S— Iron f 1 1 Ings 
Iron gauze 
E— Ironers 
S— Iron, sheet 
S— Iron wedges 
S — Ironing boards 
E— Irons, electric 
S-^- Jackets , book 
E— Jacks, garage type, hydraulic 
S—^ Jacks , mechan I ca I 
S"Jars 
E— Jointers 
S^-Jolnts, plumbing 
E~Ju*lce wtractors, electric 
£— Jump •itandardi 
S^^ Kerosene 
S--Kitties 
E-«Ksy racks 
S~Ksy rings 
S—Msys 



S—Keyboards, piano, paper 
S— Kiyhold saws 
E— Kl Ins 

Kitchen lBb I es 
S«Kltchen utensi ls 
S— Kits, first aid 
S*-Knee pads 
S— Knives 
S«^Labels 

E*-Laboratory balances, beam 

Laboratory fift Ings, plumb In 
Er-^Laboratory furniture 

S«-lab©ratory jflassware 
E — laboratory models 

S^- Laboratory mounts 

S** laboratory tools, small hand 

S** Lacing 

S«- Lacquers 

S*- Lactose 
E— Ladders, large 

S*-Ladders, smn 
'S"Ladles 

S*«Lamp bases 
tamp bulbs 
E*-Lamps 
S*- Lamps, desk 

Lamps, drafting table 
E— Lamps, eieetric floor 

1"^* Land soaping 
E-*Lanter s 1 1 de eabi nets 
S-*Untern si Ides 
S*- Lanterns 
E—Lathes 

E"Lath©s, brake drum 
E«*Lathes, turret, or automatic 
screw fflaohlnes 
Lathes, wood turning 
S— Laths 
E*** Lawn mowers 
i^'-Lawn TO I l ers 
S--Lawn sprinklers^ movable 
6"Lawn sprinklers, traveling 
I— Lawn sprinkling systems 
I --Lawns 
S— Lead 

S"Lead pencils 
S«Lead, red 

Lead, slug and rule casting 

machines, el rod 
S— Leather 

S™Leather briefcases 

2 
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S~ Lea therwor king tools, hand 
E"Lect©rns 

S — Ledgers 

S^^ Lenses 

S— Latter baskets 

S~L©tter f i las 

S---^ Latter openers 

S~ Letter scales 

S — Letterheads 

S — Lettering pens 
E~Letterpresses 

S — Levels, precision machinist's 
Levels, small or carpenter's 
E — Levels, surveying 
E~Llbrary books 
E — Library furniture 
E — Library trucks 
E — Lifts, vehicle 
S"LIght bulbs 
S— Light globes 
B — Light systems 
E-*-*LlghtIng units, blueprinting 
Lime 

E"Line markers, large push type 
S"Llne markers, smal I 
S — ^Linens 

S"Linars, staff, music 

S" Liners, type 

S — Lining, brake 

S — Lining, cloth 
Linoleum 

S" LI no type metals 
E — Linotypes 

S" Linseed ol I 

S~LlquId bronzing 

S"Liquid pol Ishes 

S— Liquid soaps 

S--^ Litmus paper 
E-^-* Livestock 

S—Loam 

B^-Locker, built-in 
E"Lockers, movable 

S"Locknuts 

S**Locks> small, not built-in 
E — ^ Looms 

S" Loose leaf binders 
S*-Looseleaf notebooks 
S" Lubricants 
S-*-Lubrlcatlng oil 
S"Lubrlcation fittings 
S"Lugs, soldering 
S — ^Lumber 



E — Machine tools 
E—Machinery, canning 
E— Machinery, cement-making 
E — Machines, adding 
E"Mach I nes, address I ng 
E~Mach i nes , b i 1 1 i ng 
E~Mach I nes, bookkeep I ng 
E— Machines, brake I Inlng 
E— Mach I nes, ca I cu I at i ng 
E»-Machines, check handling 
E"Mach?nes, coin handling 
E-^-^Machl nes, coin operated 
E~Machines, dating, power 

S~Machinas, dating, small hand 
E™MachInes, dictating 
E — ^Machines, dishwashing 
E--Machlnes, drafting 
E™Machines, dryc leaning 
E — ^Machines, duplicating 

MachI nes, large 
E~Machi nes, laundry 
E™Machl nes, mImTOgraph 
E™Machtnes, miKing 
E~Machin^s, numbering, power 

S — Machines, numbering, smal I hand 
E™Machines, polishing 
E"Mach!nes pressing 
E — Machines, sanding 
E"MachInes, scrubbing 
E — Machines, sewing 
S — ^Machines, small, hand 
E"Machines, stamping, power 
S"MachInes, stamping, small hand 
E~Machines, tabulating 
E' — Machines, washing 
E^ — Machines, waging 
S--^Magazine covers 
E— Magazine racks, large stand 
S"Magnets, laboratory 
S*-Magnifying glasses 
S — Ma f I boKes 

Mallets 
S— Manicuring tools 
S"Mani la f I les 
S"Mani la folaers 
S"Manl la rope 
S — Map tracks 
E*-Maps, Iqrge 

E"Markers, line, large push-type 
S — Markers, line, small 
S*-Matches 
% S--Matrix, type 
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Mats, door and bath 
S"Mata> gymnasium, tumbling, 

wrestling 
S— Mattocks" 
S"Mattresses 
S"Mauls 
S— Meaf 
S"M©ats 

S"Mechan i ca I drawl ng ] nstruments 
S"Mechen ica I penc i I s 
S— Medals 

S — Medica! instruments, small 

S — Med i o I ne ba II s 
E"Madlclne cases 

S — Medicines 

S — Megaphones 

S— M«no books 

Mending materials 

S--M8Sh, steel wire 
E— Metabol I sm apparatus 

S — Metal polishes 
E—Metal working machinery 

S--Mstal working tools, small 
hand operated 

S— Metals, die casting 

S — Metals, laboratory 

S — Meta Is, I i notype 

S — Meter sticks 
E^ — Meters, watt, laboratory type 
E— Microfilm readers and viewers 

for off Ice use 
E™Micromaters, in sets 

S— Micromaters, not in sets 
E- *M i c r op ro J ec to r s 
E — Microscopes 

S — Mi Ik cans 
E^-Mi Iking machines 
E"Mi 1 1 1 ammeters 
E^^MIIIing machines, bench 

or floor 
E^-Mi 1 1 i voltmeters 
E~Mim©<^raph machines 
S^^Mlmeograph paper 
S — Mineral wool 
S — M i nera I s , I abora tory 
S~M(nute books 
S"Mirror frames 
E--Mlrrors, large wal I 
S — Mirrors, sma 1 1 
E„Mitre boxes 
E— Mixers, electric 
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S — Model ing clay 

S--Mod©IIng tools 
E— Models, dress 
E— Models, shop and laboratory 

S— Molding, metal 

S— Mop pat Is 
E — Mop trucks 

S— Mop wringers 

S— Mops 

S— Mortar 
E~Mortlsers 

S~Moss 
E~Motion picture cameras 
E— Motion picture f i Ims 
E — Motion picture projectors 
E— Motor analyzers 
E— Motor generator sets 

S— Motor vehicle parts 
E— Motor vehicles 
E — Motorcyc I es 

S— Motors, Integral parts of larger units 
g— Motors, not Integral parts of 
larger units 

S — Mounting boards 

S — Mousetraps 
E— Mowers, lawn 

S— MucI lage 

S— Multimedia sets 
E — Music stands 

S— Music, sheet 
E— Musical instruments 

S— Musi In 

S~Mustard 

S— Nail polishes 

S--Nai Is 

S— Napkins 

S — Napkins, sanitary 
S~Neatsfoot of I 
S— Needles 

S--Needles, hypoderinic 

S--Negatlve racks 

S— Negative tanks 

3— Nets, cloth 
E--Nets, steel 

S— Newspapers 
E— NibbI ing machines 

S— Nickel polishes 
E— Noise and field strength meters 

S— Notebook covers 

S— Notebooks 

S— Notebooks, stenographers 
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S — Noziles, hose 
E — Numbering machines^ power 
S~Numbering machtnas, smaM hand 
S"Nuts 
S — ^Oa kum 
S--Oars 

F"Off ice composing machines, 

var I types 
E--OfficQ furniture 
E~Ohmmet©rs 

S~Oi I 
— Oi I cans 

S--OI 1 cloth 

S"Oi ntments 

S — Oleomargarine 

S~Open©rs , I etter 

S~Ophthalmic frames 
E — Optical discs 
E"Organs 
E"Oscl I I a tors 
E — OscI I lographs 
E~Osci I loscope 

S — Outlets, electrical 

S"Outl ine maps 
E=-Output meters 
E- -Ovens 

S — Ovenware dishes 

S — Oxygen 

S"Packlng 

S"Paddlng 

S«Pad locks 

S — Pads, chair 

S™Pads, desk 

S— Pads, Ink 

S^-*Pads, stamp 

S — ^Pads^ typewritf^r 

S — Pads, writing 

S"F^I Is 

S"Palnt drier 

S — Paint remover 

■—Paint spraying outfits 

S*-- Paintbrushes 

Paints 
S"Palettes 
S — Pamphlets 
— ^ftns, large 
S"Pans, smal 1 
S^^^ntographs 
S--Paper 
S*-*Paper cl Ips 
S — Paper cups 



E— Paper cutters 
S — Paper fasteners 
S — ^per napkins 
S"Paper punches 
S— 'Paper towels 
S~Paraf f in 

Parts, automotive 
S— Parts, radio? resistors, tub 

transformers 
5— Parts, repai r 
S"Paste 

S"Paste brushes 
S— Pasteboard 
S^-*Pasteboard boxes 
S"Pastr i es 
S-^-^Pastry cutters 

Patching compounds 
S™Patterns 

I — Paving 
S — Peat moss 
E — Peelers, electrical 

Peelers, hand 
S — ^Pen points 
S — Pencil sharpeners 
S"Penci Is 

— Penells, mechanical 
E-^Penetrometers^> sol I 
S—Penholderj 
S^^Pankni ves 

Pennants 
S"Pens 

E-^Percolators, coffee, electric 
£ — Perforators, large 

S^^Perf orators^ small 

S~Periodfcals 

E"Permanent waving machines 
S— Pestles 

S^-Phon^raph needles 
S"Phonogreph record albums 
S^*Phon^raph records 
- Pho nog r a ph s 
E — Photocopy I ng apparatus 
S"Photo8iectrIc ce! Is 
E^ — Photoengraving apparatus 

— Photographic mounts 
S"Photographlc I ertses 
Photographs 
E™ Photometers 
S"Plano parts 
E— Pianos 
S— Picks 
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S"Plctur0 frames 
S— PIctur© wfr© 
S«-Plctur©i, smal I 
E — PIcturei, wall, large 
S"Plgm©nts 
S«-^Pi I lows 
S"Ping-^pong sets 
S"PirikIng ihaars 
S"Plns 
S"Plpes 
E — Pip© dies, In s©ts 
S — ^Pip© diss, not In sets 
S~Pipe fittings 
S**Plp© steel 
S— Pipettes 
S-'^Plston rings 
S— Pistons 
S--PItch©rs 
S~Pftch pipes 
S"PItGhforks 
S — Plane cutters 
E**PlanerS| power 
S"P lanes, hand 
E'^-Planlng machines, photoengravers 
E—Piaques, permanent 
E^ — ^Plarlmeters 
S*-Plaster 

— ^P I aster, adhesive 
S*-Plastlc wood 
S—Plat© glass 
S--Plat©s 

S-*Plat©s, addressing machin© 

S"Plates, battery 
E — Plates, bench 

S«-P|ates, book 
E—Plates, hot 

S — Plates, lantern slide 

S — ^Plates, photographic 
E — Platforms 

I — ^Playground ^ulpment, fixtd 
I— Playground equipment, movable 
l*-Playground surfacing 

S~PII©rs 
E*-Plows, field 
E— Plows, snow 

S~Plugs, drain 

S«*Plugs, spark 

S*«Plumblng and heating valves 

S"Plumblng fixture fittings 
and trim 

S— Plumbs 

12 



S"P!ung©rs, drain 

S~ Pockets, book 

S— Pol nters 

S~Points, drill 
E"Po I a r I meters 
E— *PolarIsCQ[.^^ 

S™ Poles 

S--Poles, cl fmbing 
S---Poles, vaulting, bamboo 
E*-Poies, vaulting, metal 
S**Po! I shea 

S--^rtfol !os, leather 
E—Postal meters 

S — Posters 

S~Posts 
I — Posts, fiKed 

S"-Pot cleaners 
E"Potato peelers, large, machine 
E — Pots, large 

S"Pots, smal I 

S--Pottery 

S~Powders 
E-*Power sprayers and dusters 

S — Preservatives 
E-*Presses, arbor 
E— Presses, book, bookbinders 
Expresses, cylinder, flat, bed, printing 
E~Presses, engraving 
Expresses, letter 
Expresses, lithographic or offset 

printing . 
E^-Presses, mechanical 
E-- Presses, power 
E— Presses, punch, foot power 

Pressure cookers 
S—Prlnted materials 
E«PrInting cases 
S^Prlntlng ink 
S**Pr I nt I ng materials 

* E — Printing presses 

S~PrintIng sets, rubber 

S-*PrIntIng type 

— Prisms 
E"-^ProJectors 
E--Protectors, check 

S — Protractors 

S*«pruners, hand 
E*-Pruners, power 

S"- Psychrometers 
B"Publ Ic address systOTs, instal led 

• Pub I Ic address systems, portable 
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S"Pul leys 

E"Pumpi^ large 
S"Pumps* smal I 
S-*"Punchei 

E — ^Punehas^ electrical 

S--Puih buttons 
E— Pushcarts 

S"Putty 
I^^Pyrofnerars 

S — ^Qufvers^ arrow 

S-*Rackats, badm I nton 

S" Rackets p tenn I s 

l*-Racks, bicycle^ fixed 
E^-Racks, blcyolB^ portable 
E"Racks, large stand 
E — RadFo receiving sets 
E — Radio transfnltters 

— Radio tubes 
E"RadfQS 
Raffia 

S--Rags 

S — ^Rakes, garden 
E — Rakes ^ window 
E*-RarnSp hydraul fc 
E-*Ranges, cooking 

S*-Rasps 

S-*Rattan 

S — Reamers 

S*-Receptacles 

S**R©cord boote 

S-«Record forms 
E*-R@cord players 
E-"R©corders , sound 

S"R@cordlng tape and wire 
— Records^ phonograph 

S'»-Re©ds 

S***Reels^ hose 

S-*R©e Is, nation picture film 
E*^Ref erence books 

S"Ref I ectprs* parabo lie 
E-*Ref ract I ng apparatus 

Raf rigerators . 
E-'Reg I stars, cash 

S**RegIsters, printed 

S-*Regylattng valves 

S^'Regy lators, vo I tags 

S"Rej lef mpB 

S**R0pa I r parts 

S**Report f oms 

S*-R#slstors 

S*-Respfrators 

S~R©torts, g I ass I aboratory 



E— Rheostat 

S — Ribbons, adding machin© 

S-**RIbbons, addressing machine 
Ribbons, cloth 

S~Ribbons, typewriter 

S-''^Ringtoss gam© 
E— Rings, boxing 

S~Rlngs, carrom 
E — Rings, flying 

S"Rings, key 

S"Ri vets 

S~Rob©s 

S-^-Rock, crushed 

S*-Rol ler bearings 

S — Rol lers. Ink 
E-^Rol lers, lawn 

S*-Roof I ng mater i a I s 

S^-'Rop© 

S — Ros I n 

S — Rottenstone 
— Rouge 
E— Routers 

E— Routers, plate, photoengraving 
E-*^Rowboats 

S-«*Rubber bands 

S — Rubber goods 

S-*Rubbish cans 
E"Rugs, room size 

S"Rugs, scatter 

S-«Rulars 

S-^Rulei, shrink and circumference 
E"«SaccharImeters 
E— Safes 

S"Safety belts, window*work!ng 

S**Safety glass 

S*- Safety pins 

S— Salts 

S~Sand 
i«Sandefs, electric 

S--Sandpaper 

S"Sandwlch bwrds 

S™Sanltary napkins 
B*-Sanltary systems 

S^'-Sash, combination screen and storm 

S**Sash, cords 

S**-Saih, screen 

S"Sash, storm 

S"Saucers 

S**Saw b I aides 

S-'Saw frames 

S— Sawdust 
E*-Sawhorses 
C-^Saws, band 
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E**Saws, circular 

S"Saws# hand 
E"Saws» power 
E"Saws^ power hack 
E-^Sca I as , beam ba i a nee 

S — Scales^ draftsmens 

S~Sca I ss^ spr 1 ng 
Scalpels 

S — Scissors 

S — Scoop shovels, hand 
Scour fng powders 

S— Scrapers, hand 

S — ^Screen doors 
B — ^Screens, projection, built-in 
E-**Screens, projection, movable 

S — Screens, window 

S™Screw extractors 

S^-Screw eyes 

S-«Screw hooks 

S"Screi^drIvers 
— Screws 

S— Scrubbing compounds 
E*-Scrubblng machines 

S— Scythes 

E — Sealers, envelope, mechanical 
S— Seasonings 
Seats 

E"Sect!onal tookcases 

S— Sedatives 

S*--seed, grass 

S"Separators, battery 
E — Separators, milk 

S— -Serums 

S — Serving trays 
E-'Settees 

I or B-**Sewer systms 
E-^-SewIng machines 

B — Shades, window 
E — Shakers, laboratory 
E™Shakers, power 

S-*Shampoo 

E-*Shapers, bench and floor 
E — Shapers and routers 
E— Sharpeners, electrical 

S^Sharpaners, pencil 

S"Shears, hand*operated 
E — ^Shears^ power-operated 

S — Sheaves 

S*-Sheet metal 

S**Sheet music 

S~SheetIng 

S«*Shellac 



S-'-Shelves, ki In 

B~Shelvi ng 
S^-'ShelvIng materials 
$"Sh ingles 
S — ^Shock absorbers 
S"Shoes and boots 
S*-Shopcoats 

E^ — Shorthand writing machines 
S^-Shovels, hand 
S~Shower fittings 

I —Shrubs 
S--Shrubs 

Ghuff leboard sets 
S*-Rhuttlecocks 

l-^-SIdewalky 
S — Siding, Sheet metal 
S--Sifters 
E*-^SIgns, large 
S — Signs, sma 1 1 

S-*Siik screen printing apparatus, 

ocfflplete units 
S— Si Iver pol Ishes 
S — St Iverv^re 
S*«Slnk fittings 
E"Skeletons 
S"Sk! 1 lets 
S—Skis 
S— Slats 

S — Sledgehammers 
E™SI leers, bread, mechanical 
S"SI I de rules 
S-'-SI ides, lantern 
S — Slides, microscope 
S'-^SIides, projector 
S — ^Snaps 
S"Sneakers 
S— Snips 

S — ^Snow shovels, hand 
S"Soap dispensers 
S— Soaps 
S---Soccer bal Is 
S**Soccer shoes 
E— Socket wrench sets 
S"Sockets, wrench 
S — Socks, pairs 
S**Sdda, baking 
S^ — Sodding 
S— Softballs 

S— Softeners, wat^r^ ch^Ical 
S— Soil 

E-^-SoM penetrometers 
E— Soi l test molds 
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S—SolCp^r-ing coppers 
S — SoNeriPp rrk^iterlals 
S-'^Solv©nt3 
E**- Sound '^©corders 

B*--SDund systems 
S— Spades 
S-*spadlng forks 

Spark plug cltaning machmes 
S~Spark plugs 
S — Spatulas 

S— Spec i mens ^ ! aboratory 
E~ Spectroscopes 
E — Sphygmomanometers 

S — Spikes 

S"Splrfts 
Spirometers 

S--Sp lints 

S — Spokes 

S — Spokeshaves 

S— Sponges 

5— -Spoons 

S~Sp©tl ights 

S^-Spray mixtures 

S**Sprayers^ hand 
E"Sprayers^ power 
E — ^SprMders* manure 

— Spreaders^ tire 

S**Sp reads, bed 

S~Sprlngs 

S— Springs, furniture 

S^Sprlnklers, lawn, movable 
E — Sprinklers, lawn, traveling 
!"Sprlnkl ing systems, lawn 

S-* Sprockets 

S-*Squares 

S — ^Squeegees 
E"Stacks, book 
E— Stadia rods 
E — Stadlemeters 

S—Staff Hners, music 

S" Stain rOTovers 

S-^- Stains 

S-«Stakes 

S — ^Stamp pads 

E*-Stamplng machines, power 
S«-Stamplng machines, small hand 
S^*Stamps, rubbar 

E"Standards, Jump 
S — ^Stands, calendar 

E-* Stands, chart 

E«Stands, dictionary 

E*«Stands, eng I n# rf pa 1 r 

E**Stands, umbrel la 



E"StaplerS| foot- or* power-operated 

S — Staplers, smai I hand 

S — ^ Staples 
. S"Starch 

S-*Starters, electric 
S — Stationery 
E*-Statuary 

^ — ^Steam vapor cleaners 
S— Steam packing 
S™Steel measuring tapes 
3— Steel , sheet 
S" Steel wool 

S**^Stencil correction fluid 
S— Stenci Is 

S — Stenographers notabooks 
E"Stereoscopes 

S"SterI le gau^e 
E--SterlllMrs 

S--^Sticks, GofnpOiing 

S— Sticks, hockey 

S— Sttiti, sport 
E"Stltchers 

S^Stock records 

S-* Stockings 
E*-Stones, printers 
E^Stools 
S'^^Stop watches 
S"Stoppers 
S-*Stops, bench 
S-*Storage batteries 

I — Storm rfra in systems 
E^-Stoves 
S*-Stra I ghtedges 
S— Strainers 
S"Straws, drinking 
S-- Stretchers 
S«-Strtngs 

E— Str I kl ng bag outf i ts 
S— Styluses 
S**Sunglass frames 
S— 'Sunglasses 
E*-Supply cases 
S— Supporters , ath I et i c 
S"Surface hardened blocks 
S-"Surglca I I nstrumants , sma 1 1 
S-«Surgical powders 
S"Swages 

E™Sweepers, carpet, electric 
S— Sweepers, hand 
S*"Swi tch boxes 
S-*Sw Itches, electric 
S— Synchronizers, camera 
S"Syrlnges 
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Syrup 
S— Table protectors 
S— TabI© tennis ballf 
S"Tabla tennis rackets 
S--Tablecloths 
S— Tableware 

Tables 
S — ^Tables, computing 

Tablets, medicinal 
S — Tablets^ writing 
S"Tabs, index 
E*-Tabulating machinas 

Tack hammers 
S— Tack I fng dummies, footbal I 

Tacks 
S-*Tags 

S — ^ Talcum powder 
E-^-Tanks, bulk storage 
S — Tape 

S«^7ap0 measures 

Tapes, measuring 
S~Taps 

S"Tar roofing and siding 

S — ^ Targets^ archery 

g^^Team uniforms 
Telephone systwis 
E — Television cameras 
E— Television sets 

S"Televlsion tubes 

S"Tennls ba I Is 

Tennis court nets, cord 
E"Tennis court nets, steel 

S — ^ Tennis rackets 
E — Tents, wal I 

S"Tents, shelter 

S'^^Term I I s , battery 

S*-Test tube brushes 

S — Test tube racks 

S"Test tubes 

S — Tests, achievement 

S"Text books 
— Theatrical costumes 
E — Theodol Ites and tripods 
E— Thermographs 

S — Thermometars 

S — Thermostats 

S~ThImbles 

S"Thlnn©rs 

S*-Threads 

S--Thr©at appi Icators 
S-*Thumb tacks 
S"Tick©ts 



S~TI le, drain 
E-'-Time clocks, watchmens 
E"TImers, large 

S"Timers, smal I 

S— Tin cans 

S"TIn cutters 

S--^Tlnware 

S — Tire chains 

S — Tires and tubes 

S— Tissues, cleansing 
E™Toasters, electric 

S^-Toggle bolts 

S^*Toi let paper 
Tokens 

S**Tongs 

S — Tongue depressors 
E~Tooi sets, hand 
S"Toois, hand# not In sets 
E" Too Is, power 
I— Topsoi I 
Tow bars 
S — Towels 
E — ^Toys, large 
S*--Toys, smal I 
S — ^ Tracing cloth 
S — Tracing paper 
E— Tractors 
S— Trarrine I s 
E-*TrampQ 1 1 nes 
S**Transf ormars , I aboratory 
E — Transit, engineers 
S"Tranmlsslons, integral parts of 
larger units 
E — ^Transmissions, not Integral parts 

of larger units 
E'- Transml ttars 
S«Trays 
I —Trees 
E"Traas> ha 1 1 
S — Tr 1 a ng I es , dra f 1 1 ng 
S"*-Trimmers, hedge, hand 
E^^Trlrwners, hedge, power 
E — Tripods 
S"Trophles 
S"Trowels 
E*-Truck chassis 
E^Trucks, hand 
E— Trucks, motor 
S*-Tubes, inner 
S^" Tubes, radio 
S**Tub©s, television 
130 S—Tubing ratarlals 
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S—Tumblers, glass 

S-- Tuning forks 
E*-Tunne!s^ model i, wind 
I --Turf 

S-^^Turpent I ne 

S — ^Tweeiers 

S— Twfne 
E-^-Typa cases 
E— Type casting rnachlnes 

S^-Typ© e leaner 

S"Typ8 liners 
.Type, matriK 
Type, printing 

S"^Typ©wrI ter brushes 

S--* Typewriter covers 
E—Typawriter desks 

Typewriter ribbons 
E"Typewr iters 
E—Umbrel la stands 

S^-Unquents 
Uniforms 

S-^Uphol star i ng materials 
E— ^Urns, coffee 

S"UrnS, flower 

S-^^Utensi Is 

S-*-Vacuum bottles 
E~ Vacuum cleaners 
E~Vacuum tube voltmeters 

S" Valve parts 
E— Valvosj large, automatic 

S-*va I ves , sma 1 1 

S"Vaporf zars* electric 

Varnish driers 
S"VarnIih removers 

3— varnishers 
S^-Vasas 

S — Vaulting poles 

S — Vagatablas 
E^ — Vending machines 

B — Ventilating systans 
E — Vessels, large 

S"Vessels, sma I I 
E*-V Ibrographs 
E — Video cameras 
E — Video recorders 

S--VIdeo tapes 

S— Vines 
E — Vises, bench 

S^-*V I S0S# sma 1 1 hand 

S — Vision charts 

S-*Vol leyba 1 1 nets 

S— Vol ley balls 



E— Voltmeters 
E"Wagons 

S"Wal I brushes 

S"Wal I board 

S-'^Wal 1 paper 
I'-'-Wal Is, retain ing 

S— Washbas i ns 

S"Washcloths 
E — Washers and/or dryers 

S-^Washers, rubber and leather 
E — Washers and dryers, photographic 
E — Washing machines 

S — Washing powders 

S--Washtubs 

S^^Wasts, machinists 
— Wastebaskets 

S — ^Watch crysta I s 

S — Watches, stop 
E— Watchmens time clocks 
E*--Water coolers 

S--Watar, d ist j 1 1 ad 

S — Water g lasses 

E — ^Water meters, laboratory type 

S — Water softeners 
B--Water systems 

S—Waterco I or brushei 
E — Wattmeters, laboratory type 
E — Wavemeters and wave analyiers 

S— WaK crayons 

S — Waxes, 1 1 quid 

S-^-WiKes, paste 

S-'-Waxes, seal Ing 
E — Waxing machines 
E — Weaving machines 
E**WeIghing scales, beam 

S-*Weighing scales, small ipring 

S — Weights 

E — Welding apparatus 
S-'-Weldlrig rods 

E-'Wheel straightening apparatus 
E — Wheelbarrows 

S^^Wheels, aut^oblle 

S--Whaels^ emery 
E-*Wheels, pottery 

S"Whetstones 

S-^Whlskbrooms 

S--Whistlei 

S^^Wi ndow g lass 

S**Window screens 

S^'^WIndow shades 

S~WIndow-workI ng safety belts 

f*-Wipers 
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Wire 

S"Wood fillers 

S-*Wood, plastic 

S—Wood preservatives 

S— Wood sta I ns 

S~Wool 

WooU glass 

S"WooU steel 
E"Work benches 
E — Work tables 

Wrapping paper 

— Wrenches, In sets 

S — Wranchas, not in sets 

S — Wringers, cloth 
E--Wrlng©rs^ mop, large 

S — WrFngers, mop, small 
E--Wr iters, check 

S"Wrftfng papar 
E — X-ray machines 
E—Yard benches 

S — Yard brooms 

S — ^Yardsticks 

S--Yarn 

S— Zinc 
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STORES SYSTEM PROCEDURES, CONTROLS, AND ACCOUNTING 



A central stores system enables a Community Col leg© district to take advan- 
tage of the economies of quantity buying and to fill requisitions for standard 
supplies promptly. However^ no set rules can be established to determine when 
It would be to the bast- interest of a district to adopt a s+orea system. Avail- 
ability of material facilities for storing and delivering merchandise, and 
the size and number of plants In a district all must be taken into consideration 
Costs of receiving, storing, and delivering stock Items, as well as costs of 
stock control, should be included In the total cost of a stores system (as 
compared to the cost of direct purchasing) in deciding on the desirability of 
the stores system. 

Account ing For Stores 

Payments for the purchase of "stores'* (see Part V of this manual)* defined 
as goods on hand in central storerooms subject to requisition, are similar 
to eKpenditures but are not classified as such* These payments constitute 
the increase of an asset account. Stores, equal to the reduction in anotner 
asset account^ Cash in County Treasury. 

The issuance of stores must be accounted in the records of the district as a 
reduction of the asset account. Stores, and as a charge to the appropriate 
expenditure object and program for which the stores were issued. Such 
accounting should be continuous In the records of the district, and, to the 
extent that the county superintendent of schools maintains corresponding 
records, summaries of the Issuance of stores shal I be reported to the county 
superintendent by the district periodically, preferably not less frequently 
than monthly. In any event, the balance In the Stores account at the end 
of each fiscal year should represent the value of the stores in the warehouse 
of the district. 



OPTIONAL METHODS OF FINANCIM3, ACCOUNTING, AND CONTROLLING 
Either of two accounting methods may be used: 
Stores Account Method 

The establishment and maintenance of a stores system by the use of a Stores 
account carried within the General Fund is a long-established practice* Stores 
accounts may also be maintained within other funds. 

Revolving Fund Method 

Education Code Sections 21351-21355 authorize and prescribe procedures for the 
establishment of a re^/olvlng warehouse stock fund for Community College districts 
Permission Is also given for two or more districts to establish a common revolv- 
ing fund for this purpose. The amount of the revolving fund shall not ©Kceed 
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an amouht from the Genersi Fund of the district or districts equal to the average 
daMy attendance of the district or districts for the neKt preceding year multi- 
piled by fifteen dollars ($15.00) plus such amounts as th© governing board or 
governing boards may appropriate from other funds of the district or districts, 
as outlined In Education Code Sections 21 351-21355. 



TYPES OF SUPPLIES IN A STORES SYSTBVI 

Items purchased for a stores system should be those that are used in sufficient 
quantity to Justify the cost of establishing them as stock items* Initial pur- 
whas© of a new item should be conservative as to quantify to test its turnover, 
thereby establishing a basis for determining the quantity needed. Committees 
composed of users of the various items can be helpful in determining standard 
Items to be wareSioused and in encouraging their use. The types of Items most 
frequently stocked are included In the list that followsi 

Instructional suppMesi including paper, pencils, chalk, paste, art 
suppliQS, and the like 

Office supplies. Including typewriter ribbons^ duplicating suppi ies, 
desk fi les^ and the I (ke 

Custodial sjpplfes 

Maintenance supp I ies, including lumber^ small tools, electrical supplies, 
paints, sandpaper, and the like 

HOlEi Many of th^se Items are frequently requisitioned for use In the 
college shopsp Sometimes it is necessary to carry more than one quality 
of supply for this purpose* 

Food and related supplies 

Printed forms 

Equipment (When it is known that items such as typewriters, scrubbing 
machines, and the like will be needed In the near future. It is some- 
times economical to purchase this equipment In quantitY. It is not 
recommended that equipment items such as these be maintained on a 
mini mum-maximum basis as are itOTS of supply*) 

ESSENTIALS OF A STORES SYSTEM 

m 

t 

The essential features to b© provided In connection with the establishment and 
operation of a stores system are presented In this section* 

Day I ces for Cont ro I of Purchases 

Provision for numbering, catalog ing. and standardizing stock itemi^ Printed 
catalogs that list all items by stock number, unit of Issue, description, and 
unit cost should be available to all who will requisition th^ from the ware* 
house. The catalog should preferably be loose*leaf to allow for replacing pages 
in the ©vent of substitutions, additions, or deletions. 

135 
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Provision for the addition or deletion of stock Items, A special form may be 
used to notify all departments concerned of the necessary information regarding 
the action taken. 



Provision for minimizin g los j^as because of ob j I escencg*. Special committees can 
be helpful In giving Information In advance on planned changes In curriculum 
which will affect the use of supplies already stocked. If It is known that a 
change is planned, supplies to be discontinued can be allowed to run out without 
reordering when the stock drops to the minimum. 

Control of maxi mum and minimum stock b alances. Care should be e>tercised in the 
setting of maximum and minimum quantities* Continual study o+ stock activity and 
periodic readjustment of the limits set are required because of such conditions 
as growth, grade levels of users^ changes in curriculum, changes of personnel 
placing requisition, storage capacity, and the like. Some Items will deterio- 
rate when stored too long; this factor should be considered when placing orders* 
Very small> Inexpensive Items should be ordered In adequate supply for antici- 
pated need; more expensive Items should be ordered according to conservative 
estimates of need. 

Records of Perpetual Inventory 

Individual cards or records that contain the following information should be 
kept for each item stocked* 



u 


Identifying stock number 


2. 


Specification of unit of issue 


3. 


Description of item 


4, 


Unit price 


5. 


Posting references: date, document number, and the like 


6. 


Receipts In terms of stock units 


7, 


Issues in terms of stock units 


8. 


Balances on hand In terms of stock units 



NOTE, The following additional information on the stock records may be 
desirables (I) minimum and maximum quantities to be stocked; (2) reference 
to vendors from whom stock is purchasedi (3) memoranda of orders placed; 
(4) memoranda of unfilled requisitions; (5) reference to warehouse location 
of \fm If the Fdentifying stock number cannot be used for this purpose; and 
(6) provision for values of receipts, issues^ and balances on hand. 

Verification by Physical Inventory 

Provisions should be made for at least an annual count of all items stocked* 
This can be done on a cyclical basis with a portion of the total stock inventoried 
each period* This count should be made by persons other than warehouse personnel, 
in the event warehouse personnel are used to take the count, the record should 
be spot=*checked by persons other than those rasponslble for stock, A cOTmon 
practice Is for the firm performing the district audit to make the spot checks. 
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Security Control and System of Internal Checks 



In planning the stores system provisions should be made for adequate security 
of stock and a system of internal checks* Buildings used for warehous© storage { 
should be as fireproof as possible and should have adquate locks. Only speci- 
fied personnel should be allowed to Issue stock. Preferably, the stock records 
should be maintained In an office other than the warehouse (stock records are 
commonly maintained in the accounting or purchasing offices). At inventory time 
or other periodic checkup time, any difference between the book record and 
actual quantity count should be investigated, and necessary adjustments made. 

Planned Procedures for Receiving and Issuing 

U Items to be stocked should be purchased by means of an official district 
purchase order issued in compliance with the Education Code and the dis-- 
trict's policies covering bidding and purchasing. An "on order" notation 
may be made on the Individual stock control records at this point. On 
receipt of merchandise^ the Items should be counted and Inspected for con- 
dition and compliance with specifications. The signed receiving copy of 
the purchase order or other rectvlng document authorizes payment to the 
vendor and charge of the cost of the merchandise to the Stores account. 
Either the receiving document or the payment warrant may be used as the 
basis for entering receipt of stock by quantity and value on the stock 
control records affected by the purchase. 

2, Stores should be issued only upon the authority of a properly approved, 
prenumbered requisition, which should give the following informations 

Source and date of requisition I 

Delivery instructions 

Account or accounts to be charged 

Provision for approvals as to budget. Items allowed, quantities 

and the like 
Provision for posting reference 

For each Item: quantity ordered, unit, stock number, description, 
unit price, total amount; and on each requisition, columns for 
noting substitutions, back orders, and the like 

Provision for evidence of receipt and date of delivery* A multi- 
ple copy snap*out form Is commonly used for warehouse Issues, 
with copies of each transaction going to the requtsltloner, the 
warehouseman, and the recording office. Posting Is done from 
this document to the stock control records, 

NOTE: The term "requisition" as used here should be understood to include 
requisitions, billings, stores Invoices, or similar documents for use by 
certain districts that find It desirable to use additional documents 
between the time of preparation of the requisition for the materials and 
the actual delivery of these materials to the college or department re- 
questing thOT. 



Lines of Authority and Responsibility of Personnel 

Lines of authority and responsibility should follow a logical plan and be 
clear-cut and definite. 
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• NOTEj in planning the estab I j shmen+ of a stores syston, consideration should be 
given to *he location of the warehouse or warehouses and to the transmittal of 
documentt between the warehouse and the accounting office. The space require- 
ments, physical requirements of proper storage, and arrangement of stock I tans 
should be determined in advance. Stored items should be arranged when possible 
in an order corresponding to their order on standard supply lists. 

ACCOUNTING FOR A STORES SYSTB4 

Accounting for a stores system may be done by employing (I) the stores account 
method J or (2) the revolving fund method. 

Stores Account Method 

The stores account method provides for the establishment of a Stores account 
within the General Fund. Stores accounts may also be established within other 
funds of the district. Payments for the purchase of stores are not classified 
as expenditures! these payments constitute an increase of the asset account. 
Stores, equal to the reduction In another asset account. Cash In County Treasury. 
The issuance of stores should be recorded as a reduction of the asset account. 
Stores, and as a charge to the appropriate expenditure account for which the 
stores were issued. Such accounting may be continuous, or summaries of stores 
issuance may be made periodically, preferably at least monthly, and the total 
credited to the Stores asset account. Charges to the various expenditure 
accounts for which the stores were issued would-be made at this time in surmiary. 
To the extent that the'county superintendent of schools maintains corresponding 
records, summaries of the Issuance of stores should be reported to the county 
superintendent of schools periodically. The rwiainder of the Stores account 
should represent the inventory value of merchandise in the warehouse. 

When goods are purchased for stores without the use of a revolving fund, budget 
control of expenditures occurs at the time of issuance of such merchandise and 
not at the time of purchase. Uncontro I led purchasing may result in an unneces- 
sary and excessive investment In stores and a serious depletion of cash needed 
for other budget purposes. The establishment of the Stores account should follow, 
not precede, the budgetary authorization, which is made by entry of the Intended 
amount tn the budget under Ending Balance.. Once established, the actual balance 
of the Stores account should appear In the budget under Beginning Balance; and 
the same amount, or a dellberataly chosen larger or smal ler amount, should be 
entered under Ending Balance. Procedures for the control of purchases should be 
estabi Ished so that, considering existing inventory and carefully prepared 
estimated distributions, an ending inventory will not exceed the investment In 
stores as Indicated In the budget. 

Revoivinq Fund Method 

A revolving fund is a separate fund established in accordance with Education Code 
section 2I35I-2I355. Payments for purchases of stores are made by warrants 
drawn on the Revolving Fund for Warehouse Stock. The district buys merchandise 
from the fund and makes payments by warrants drawn payable to the Revolving Fund 
for Warehouse Stock. The county treasury Is the depository for cash. This 
revolving fund plan provides a soritautomatic control of the amount invested In 
stores. 
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Accounts for th© Revolving Fund for Warehouse Stock Include Cash In County 
Treesury^ Accounts Receivable, Stores, Current Liabilities, and Reserve for 
Working Capital, These accounts are ielf«ba lancing because the initial value 
of the fund remains constant unless changed by bo^rd action. The balances in 
the accounts always reflect a flKed amount, whether it be in stock or cash or 
a combination of both, Includlnp receivables and liabilities* The same fixed 
amount shall be recorded at year-end on official budget forms and reports under 
the Stores account as a part of Beginning Balance and Ending Balance* 



TYPICAL COSTS OF RECEIVING, WAREHOUSING, AND DISTRIBUTION IN CONNECTION WITH 
A CENTRAL STORES SYSTEM 

Costs of receiving, warehousing, and distributing stores it^s, in addition to 
the cost of merchandise, should be charged to the Stores account. These over- 
head expenses should ultimately be charged to the several expenditure accounts 
to which merchandise costs are charged in proportion to the cost of the 
merchandise. The procedure used is not important if the results are equitable* 
Use of one or more subsidiary expense accounts is common practice. 

One method is to add an estimated overhead charge to merchandise unit prices, 
adjusting It as needed from time to time. This method provides a total unit 
charge for each item and avoids the possibijlty of delayed overhead charges to 
appropriations that have become eKhausted* 

Another method is to distribute est lira ted overhead charges to expenditure accounts 
on an encumbrance basis at the begrnnlng of a fiscal year. Such charges are to be 
determined on the basis of anticipated stores issues to the several expenditure 
accounts. At the close of the year, or periodically, the encumbrances may be 
liquidated and the actual overhead expanse charged. 

Whatever method is used, overhead charges should be cleared at the end of each 
fiscal ymr so that the Stores account will represent only the value of the 
Inventory of material on hand. 

Charges and credits to the Stores account and subaccounts should include the 
costs of receiving, storing, and delivering in addition to the direct merchandise 
costs (cost of item, sales tax, postage, freight, cartage, and other delivery 
charges to the warehouse), as followsi 

1. Salaries of personnel (storekeeper and others) directly related to the 
warehouse 

2. Supplies used In connection with receiving and warehouse recordkeeping. 

3. Rent of space, facilities, and equipment 

4. Utilities 

5. Direct expense of trucking 



a » 


Gas and oi 1 


b. 


Grease 


c^ 


Repairs 


d. 


Tires and tubes 


e. 


Accessories 


f . 


Other expenses 
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NOTE: When trucks ar© used for several purposes other than the delivery of 
storeSp such costs may be distributed by job cost accounting or by any other 
©qui tab I© method. 



5. Adjustments to Stores account 

Periodically, or at the end of the fiscal year, It may be necessary to 
adjust the Stores account, after proper administrative review and 
approval, for reasons and In the manner described below. 

a* Discrepancies between the quantity of Itms as shown on the 
individual stock records and the actual physical count of 4^ 
merchandise In the warehouse may result from arrors in stock 
issues or in the maintenance of perpetual inventory records. 
Such discrepancies must be adjusted on the Individual stock 
records and will result In a debit (fncrease) or credit (decrease) 
to the value of the Stores account. 

b. Differences also may occur between the balance of the Stores 
account and the value of merchandise on hand, as shown on the 
individual stores records, resulting from the method of unit 
pricing employed. Adjustments for this reason will result In 
a debit (Increase) or credit (decrease) to the value of the 
Stores account. 

c. Per iodicai ly, stock must be rw^ved fr^ the warehouse because 
of deterioration, obsolescence, and the I ike. Either the 
regular warehouse requisition or a special form may be used. 
This form should be approved by someone with authority to 
authorize the disposition of such merchandise. Value of the 
stock removed should be charged to a subaccount under Stores, 

to be Included in other costs of overhead for future distribution 
to expenditure accounts. Individual stock records uhould be 
adjusted to reflect these IssueSp 
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APPENDIX F 
Accounting Term f no logy 



A batOTient i The return of pert or ill of an item of incom© or append iture to 
its source during the current fiscal year- 

Accounting per tody A period of time for whIcH records are maintained and at 
the end of which financial statements are prepared covering the period. 

Account numbers or 'I after s. Numbers and/or letters assigned fo the ordinary 
titles of accounts for classification of accounts and ease of reference* 

Accounts payable . Amounts due and ©wing to private parsons,; business firms, 
governmental units, or others for goods and services purchased prior to the 
end of the fiscal year* Includes amounts billed but not paid. 

Accounts receivable . Amounts due and owing from private persons, business 
firms, governmental units, or others for goods and services sold prior to the 
end of the fiscal year. Includes amounts billed but not received. 

Accrual basis > That method of accounting In which incOTS Is recorded when 
earned, even though not collected, and expenditures are recorded when the 
llabllitlei are incurred but not yet paid. 

Activity . An act, service or group of services proper to an Institution and 
aimed at accomplishing a certain end. 

Ad valorem tax. > A tax based on a percent of the value of goods or services. 

A| location . Division or distribution according to a predetermined plan. 

A I lowance . A provision for valuing an asset at net, such as an al lowance for 

bad debts. This valuation account will net accounts rTOelvable to reflect 

collectable receivables. 

A I lowances . Sums granted as reimbursement for expenses or services rendered. 

Apportionment. Allocation of state or federal aid, district taxes, or other 
monies among community col lege districts or other goverranenta I units. 

Apportionment notice . A document notifying cofrenunity college districts when 
monies have been deposited with the county tree -^^trer. 

Appraisal # An estimate of property value made by the use of systematic pro* 
cedures based upon physical Inspection and Inventory, engineering studies, and 
other economic factors. 

Appropriation . An allocation of budgetary funds made by the governing board 
for specific purposes and limited as to the time when It may be expended. 
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Appropr 1 at i on for cont j nqenc I es (formerly termed undistributed rtsirve). That 
portion of the current fiscal year*s budget that Is not approprfattd for any 
specific purpose but is held subject to intrabudget trinsfer; i.t., transfer 
TO other specific appropriations as needed during the fiscal year, 

Aftproprfation ledger , A record containing an account with eaeli Item alloci+ed 
ot budgeted, such accounts usually show the arnoun+ ori| I na I ly appropr fated, 
transfers to or from the appropriation, amounts charged against the apprs- 
priatlon, the encumbrances, the unencumbered balance, and other related Infor- 
mation, 

Assessed Valuation . Valui^placed upon personal and real pro^rty by a gov- 
ernmental unit for taxation purposes. 

Assets , Anything owned that has value- tangible or Intangible, (See also 
current assets and fixed assets.) 

Aud I t . An examination of documents, records, and accounts for the purpose of 
(I) determining the propriety of transactions; (2) ascertaining whether all 
transactions are recorded proper I y; and (3) determining whether statements 
drawn from accounts reflect an accurate picture of financial operations and 
financial status, 

Avai I able cash . Cash on hand or on deposit in a given fund that Is unencumbered 
and can be utM Izad for meeting current obligations. 

Aval labia surplus . That portion of the ©Kcess of assets over liabilities not 
obligated for current appropriations or for restricted purposes. (See also 
unappropriated fund balance,) 

Average dally attend ance (a,d,a,). Average Dally Attendance is the unit which 

is used as the basis for computation of state support for California Community 
Colleges. One requir^ent of state law Is that the regular day college must 
be maintained not lass than three hours per day par f ive-*day school week for 
35 weeks (175 days times 3 hours per day equals 525 hours). 

For graded classes, the contact hours of enrollment as of Monday of the fourth 
week of a sanester or quarter times a statewide factor with the product divided 
by 15 determines the average dally attendance for that period. The average 
daily attendance for the year is determined by adding tna quotients for each 
semester and dividing the sum by two, and adding the quotients for each quarter 
and dividing the sum by three. 

For ungraded classes, a daily head count is required, and for apportionment 
purposes the sum of the class hours of attendance for the year Is divided by 
525 to arrive at the number of units of average dally attendance to be credited 
to a Community Col lege district. 

Balance sheet, A statment that shows assets, liabilities, reserves, and fund 
balance or fund deficit of an entity at a specific date and Is properly classi- 
fied to exhibit the financial condition of the entity as of that specific date* 
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Bond> A certificate containing a written pr^fse to pay a specified sum of 
money, called the face value, at a fixed time In the future, called the date 
of maturity, and specifying interest at a fixed rate, usually payable per- 
iodical ly. 

Bond dlicount . The excess of the face value of a bond over the price for 
which It Is acquired or sold* (The price does not Include accrued interest 
at the date of acquisition or sale.) 

Bond Interest and redemption fund* A fund established to pay bond interest 
and liquidate indebtedness when due and payable* 

Bond premium * The excess of the price at which a bond Is acquired or sold 
over Its face value* (The price does not include accrued Interest at the 
date of acquisition or sale.) 

tended debt ^ That portion of Indebtedness represented by outstanding bonds. 

Bonded debt service. Bcpenses Incurred for Interest and redemption of bonds* 

Bonds authorized and unissued * Legally authorized bonds that have not been 
sold and that may be sold without the necessity of holding another election. 

Budget* A plan of financial operation consisting of an estimate of proposed 
Income and expenditures for a given period and purpose. 

Budget document* The Instrument used by the budget-^maki ng authority to present 
a cOTprehenslve financial program of the governmental unit. It includes a bal-* 
anced statement of revenues and expenditures as well as other exhibits to report 
(I) the financial condition of the several funds of the governmental unit at the 
end of the preceding completed fiscal perlodi (2) the estimated condition of the 
funds at the end of the fiscal period In progressi and (3) the estimated condi'* 
tlon of the funds at the close of the ensuing fiscal period based on the f inan* 
da I proposals contained In the budget document* 

Budgetary accounts * Accounts that reflect budget operatlonsi I.e*, estimated 
Income, appropriations, and encumbrances distinct from the proprietary accounts. 

Budgetary control * The management of business affairs in accordance with an 
ipproved plan of estimated income and expenditures. 

Budget I ng* The process of allocating the available resources of an organization 
among potential activities to achieve the objectives of the organization! planning 
for the use of resources, 

Bu i Id Ing fund * A fund established to control the income and eKpendltures 
related to the purchase and maintenance of buildings, sites, and equipment. 

Cafeteria account. Receipts and disbursements of the cafeteria function that 
are processed through a banl^. 

Cafeteria fund , RKelpts and disbursements of the cafeteria function that are 
processed through the county treasurer. 
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Capital assets. See f imd assets. 



Capital outlay . Amounts paid for th© acqulsftlon of fixed assets or addltipns 
to flKad assets, Including land or sKlsting buildings, Improvamants of grounds, 
construction of buildings, additions to buildings, remodeling of buildings, or 
Initial and additional eqyipment. 

CBBhj Curreney, checks, postal and express rnoney orders, and banker*! drafts 
on hand or on deposit with an official or agent designated as custodian of 
cashi and bank deposits. Any restriction or I Imitations as to the availabnity 
of cash should be indicated* 

Cash advance . Cash apportioned In advance of the usual apportionment period. 

Cash basis . Method of accounting In which Income and wpendltures are recorded 
only when cash Is actually received or disbursed. 

Cash collections awaiting de posit . Receipts on hand or monies M a bank clear In 
account awaiting deposit In the county treasury. 

Cash discount . An allowance made on a purchase if paid within a stated period* 
(The term Is not to be confused with trade discount.) 

Cash In bank. Balances In separate bank accounti such as student body accounts, 
adult education Incidentals, college farm accounts, and cafeteria accounts. 

Cash in county treasury. Cash balances on deposit In the county treasury for 
the various funds of the school districts. 

Chart of accounti . A list of accounts, systOTatical ly arranged, applicable to 
a specific concern. All account names and numbers, If any, are listed in order. 

Check. A bl II of exchange drawn on a bank payable on dOTiandj a written order 
on a bank to pay on demand a specific sum of money to. a named person, to his 
order, or to bearer out of money on deposit to the credft of the maker* A 
check differs from a warrant In that a warrant Is not necessarily payable on 
demand and may not be negotiable; ft differs from a voucher In that a voucher 
Is not an order to pay. A voucher*check combines the distinguishing marks of 
a voucher and a cheeky it shows the propriety of a payment and Is an order to 
pay. 

Child development fund . A fund established to control the financial operations 
of children's centers. 

Classification . The naming or Identification of an item or a category, such as 
the designation of the particular account Into which a receipt or expenditure Is 
to be recorded, or the separation of data Into acceptable groupings so that 
financial facts can be stated more accurately. 

Clearing accounts* Accounts used to accumulate total receipts or eKpendltures 
for later distribution among the accounts to which such receipts or eKpenditures 
are properly allocable or for recording the net differences under the proper 
account. (See also revolving cash fund, prepaid expenses, and petty cash.) 
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Code . CI) A distinguishing referenc© number or symbol. (2) A statement of 
the laws of a specific fleldj e.g.. Education Code, Penal Code, Civil Code, 
and Labor Code, 

Col I ler Factor. A ratfo developed for each county by the Stat© Board of 
Equalization for the purpose of adjusting to the statewide average the 
assessed value of the local property rolls In relation to the market value 
thereof . 

Cont I ngent 1 1 abj^l 1 1 i es , Items thit may become llabl I ities as a result of 
conditions undetermined at a given datej ©*g., guarantees, pending lawsuits. 
Judgments and appeals^ and unsettled disputed claims. 

Contracted servjces * EKpense of services rendered under contract by per-* 
sonnei who are not on the payroll of the school system. Including all related , 
expenses covered by the contract. 

Control I l nci account « A summary account, usually maintained In the general 
ledger. In which Is entered the aggregate of the debit and the credit postings 
to a number of identical, similar, or related accounts called subsidiary ac- 
counts. Its balance equals the sum of the balances of the detail accounts* 

Cost , The amount of money or Its equivalent value paid or agreed to be paid 
for property or services. Costs may be Incurred even before money Is paid; 
that Isp as soon as a liability Is assumed. Ultimately, however jp money or its 
equivalent must be given In ©xchangep The cost of some property or service may 
In turn become a part of the cost of another property or service. For example, 
the cost of materials purchased will be reflected In the cost of articles made 
from such materials. 

Credit . The right side of a doub I e-^entry posting. The credit will reduce asset 
and expenditures and Increase liabllltfeSj Income, and fund balance. 

Current assets > Assets that are available or can be made readily available to 
meet the cost of operations or to pay current liabilities. 

Current Bcpanse of education . The current general fund operating expenditures 
of a community college district excluding expenditures for food services, com- 
munity services, and object classifications 6000 and 7000 (except 7150, Current 
Expense for Regional Occupational Centers or Regional Occupational Programs). 

Current I lab 1 1 ities . Amounts due and payable for goods and services received 
prior to the end of the fiscal year* Current liabilities should be paid within 
a relatively short period of time, usually within a year. 

Current loans , A loan payable In the same fiscal year In which the money was 
borrowed. 

Debit . The left side of a double-entry posting. The debit will Increase 
assets and txpenditures and reduce liabilities, income, and fund balance. 

Debt I imlt . The maximum amount of bonded debt for which a community col lege 
district may legal ly obi Igate itself. 
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Debt sarvlce. Depend f+ures for +h© retlremQnt of debt and for Intartst on 
debt, except prf nc f pa I and J nterest on current loans. 

Deferred charges. Expenditures not chargeable to the period In which they are 
mad© but set up as assets to be eliminated by charges ai axpenditures In sub- 
sequent periods. 

Deferred Income t Income unearned In a given period but set up as a I [ability 
to be fncluded as Income earned fn subsequent periods. 

Deficit. EKcess of liabilities over assets, 

Del Inquen t taxes ^ Ta^es rOTalntng unpaid after the close of the year in which 
levied. (Sea also prior year's taxes. In most cases the preferred term,) 

Deprec ration . Estimated loss In value or service life of fixed assets because 
of wear and tear through use, elapSe of time, inadequacy, or Qbsolescenca. 

Designat ed lncome% Income received for a specific purpose. 

Deveiopmant Center for Handicapped Minors Fund . A fund established to control 
the financial operations of davelopmant centars for handicapped minors. 

Direct expenses or costs. Bcpenses that can be separately identified and 
charged as a part of the cost of an activity, a product/ service, or department. 

Direct support charges. Charges for a support program pnd services that directly 
benefit other programs. 

Disbursements. P&yments by currency, check, or warrant. (The term Is not 
synonymous with expend I turas.) 

Double entry > A system of bookkeeping that requlras an amount credited for 
every corresponding amount debited. Thus, the double*entry ledger maintains 
equality of debits and credits. 

Earned Interest Income . A sum of money recetvad or due to be received for the 
use of money loaned or Invested. 

Bnployee benefits. Amounts paid by the school system on behalf of employees; 
these afnounts are not Included In the gross salary, but are over and above. 
They are fringe benefit payments rand while not paid directly to mployaes, they 
are neverthelass a part of the cost of salaries and benefits. Examples are 
CI) group health or life Insurance payments^ (2) contributions to employee 
retirement; (3) O.A. S.D.I. (Social Security) taxes; (4) workmen's compeniation 
payments. 

Encumbrances. Obligations in the form of purchase orders, contracts, salaries, 
and other commitments chargeable to an appropriation for which a part of the 
approprf atlon Is reservad. 
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Endowment fund. A fund from which the income may be withdrawn but the prfncipil 
sum of which must remain intact or be accounted for in accordance with the terms 
of the trust document. 

Entitlement . An estimate of an apportionment based on specif ic qua I if ications. 

Estimated t ncome . Expected receipts or accruals of monies from revenue or non- 
revenue sources during a given period. 

Expend itures . Amounts paid or Mabilities incurred for all purposes. Accounts 
kept on an accrual basis include all charges whether paid or not* Accounts 
kept on a cash basis will include oniy actual cash disbursOTents, (Sea Part 
III of this manual * ) 

Face value . As applied to securities^ the amount stated In the security document 

Fees^, Amounts collected from or paid to Individuals or groups for services or 
for use of college or other facllltiesp 

Fidelity bond. A form of Insurance that provides for the indemnification of the 
district or other employer for losses arising from the theft or dishonesty of 
employees* 

Fiscal year. A period of one year* the beginning and ending dates of which are 
fixed by statute^ in California, the period beginning July I and ending June 30* 

Fixed assets . Assets of a permanent character having continuing valuei e.g., 
land* building, machinery, furniture, and equipment. The term capital assets 
is sometimes used In the same sense, but fixed assets Is preferred. 

Full-time equivalent . The ratio of time expended In a part-time position to that 
of a full-time position. The ratio is derived by dividing the amount of employed 
time required In the part-^time position by the amount of employed time required 
in a corresponding full-time position. 

Functional account I nq * A syst^ of accounting in which records are maintained 
to accumulate income and expenditure data by purpose and usually are further 
classified within generalized functional areas such as instruction, administra- 
tion, or operations. 

Fund > A sum of money or other resources set aside for the purpose of carrying 
on specific activities or attaining certain objectives tn accordance with spa^ 
cial regulations, restrictions, or limitations. A fund Is a distinct financial 
or fiscal entity. 

Fund balance . The difference between assets and liabilities* 
Funded debt * Sea bonded debt, the preferred term. 

General fund . The fund used to finance the ordinary operations of the district. 
It is available for any legally authorized purport* 
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Ganeral ledger, A book, file, or other device In which accounts ar© ktpt to 
th© degrs© of detail necessiry to summer ie© the financial transactions of th© 
community college syst^* General ledger accounts may be kept for any group 
of Itw?s of receipts or expenditures on which an admi n i strati v© officer wishes 
to maintain a close check. 

General purpose tax rate . Tax rate authorized by legislative statute or by an 
election held In the community college district for the purpose of acquiring 
tax income for the general operation of the school district. 

Genera I reserve > An account to record the reserve budgeted to provide oper- 
ating cash In the succeeding fiscal year until taxes and state funds become 
aval lable* 

Gl f t . Anything of value received from any source for whlcli no repayment or 
service to the contributor is expected* 

Grade I eve I . Assigned classification of students. 

Brant . A contribution* either In money or material goods, made by on© entity 
to another. Grants may be for specific or general purposes. 

Grants^ln'^aid . Outright donations or contri butions* usually by a superior 
governmentar unit, without the prior establishment of conditions with which 
the recipient must comply. 

Holding a ccounts. Ficticious program accounts used tempcrarlly to accumulate 
Costs that wi I I ultimately be charged to other using programs. 

Income, Revenue and nonrevenu© receipts. Revenue receipts are additions to 
assets for which no obligations are incurred. Nonrevenue receipts ar© receipts 
of money in ©xchange for property of the district or for which the district 
incurs an obligationp 

Indirect axpense and overhead . Those elements of Indirect cost necessary In 
the operation of the district or In the performance of a service that are of 
such nature that the amount applicable to each accounting unit cannot be sepa* 
rately Identified. ' 

Indirect support charges . Routine services not performed as a special service 
for a particular program but allocated to using programs. 

In I leu of taxes . Income to replace the loss of tax revenue resulting from 
property ©xempted from taxation. 

Interest . A fee charged a borrower for the use of money. 

Interf und acco u nts . Accounts In which transactions between funds ar© reflected. 

Inter fund transfers . Money that Is taken from one fund under the control of 
the local governing Board and added to another fund under the board's control. 
Interfund transfers are not receipts or expenditures of the community college 
system. 
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Internal audit . An ©Kamination mode by ichool district employees whose duty 
It Is to make continuous or periodic checks on the reliability of the school 
district's accounting and reporting procedures. 

Internal controh A plan of organization under which employees* duties are 
so arranged and records and proGedures so designated as to provide a system of 
self-checking, thereby enhancing accounting control over assets, liabilities, 
Income, and expenditures. Under such a systOT the employee's work is subdivided 
so that no one employee performs a complete cycle of operatloni such procedures 
call for proper authorization by designated officials, 

Intrabudq et transfers . Amounts transferred from one approprfatlon account to 
another within the same fund. 

Inventory. A detailed list showing quantities and description of property on 
hand at a given time. It may also include units of measure, unit prices, and 
values. 

Investments. Disbursements of cash for the purpose of generating income. 
Investment In fixed assets . Th© book value of f Ixed assets. 

Invoice. An Itemized statement of charges for merchandise sold or services 
rendered to the purchaser. 

Job account. An account established to record the accumulation of costs of a 
specific piece of work; work orders showing charges for material and labor used, 

JouoTai. Any accounting record in which the financial transactions of the com- 
munfty college district are formally recorded for the first timej e.g., the 
cash receipts book, check register, and Journal voucher. 

Journal voucher. A form provided for the recording of certain transactions or 
Information in place of, or supplementary to, the Journal or registers. 

Judgments. Amounts due to be paid or collected by the community coMege district 
as the reouit of court decisions. 

Ledger. A group of accounts In which are recorded the financial transactions 
of a governmental unit or other organization, (See also general ledger and 
appropriation ledger.) 

LeveL. A division of the managiment levels described by the program structure 
of the district. 

LfV]^. The imposition of taKss or special assessments for the support of gov- 
ernmental activities* also, the total amount of taKes, special assessments, 
or service charges imposed by a governmental unit. 

LiabI I ities. Legal obligations CeKClusIva of encumbrances) that are unpaid. 
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Long-term loan. A loan that ©xtends for more than five yaars fr^fn the date th© 
loan was obtained and Is not sicured by ser la I or ttrrD bonds. 



Lufnp-surti appropr latlon, /An appropriation fn^d© for a sta-tad purpcs© or for a 
namid gnit without the amounts that my bs spent for par-tlcular obj ec+ class-- 
ttlcations being specified, 

Modlf fed assessad valuation. Local asstsi©ti s/a I uat Ion adjusted by appltcation 
of a ratio known as th© Collier Factor Qnd other factors wlien applicable; ©,g,, 
motion picture^ Redave lopnnent Ag&noy, and so for+h* 

Modified cash basis (incdified ace-riia i bajj^ Any mathod oi accounting that 
combines the concepts of cash basis accounting With those ot accrua I accounting* 

Multlyear financtal plan. A p Ian that priS^nts financial Qstir^ates of programs 
in tabLJlar form for a period of years. Thesa estimates v/tiould reflect the future 
financial impact of current decisions. The data In the MYFP s hould be organized 
along the lines of the program structure^ 

^N^ct. As used In an axpendlture class j float Ion, a term that appi iss to the 
article purchased or the service obtained. 

Obi Iqations . Amounts that the community col lege district fnay fee legal ly re-^ 
quired to meet out of its resources- They f nc ludi not on ly actual f iabi I ities 
but also unl iqu Idatid encumbrances, (Se© also 1 1 ab f I i ties, 3 

Order (for payment) . A written demand of the governing board Qf a comunity 
college drstrict requiring the county super 1 ntendent of schools to draw his 
requisition on the county auditor for the payment of a clat^ agai nsl^ the school 
district. 

Overdraft. The amount by v/hich checks, drafts^ or other d^ands for payment 
on the treasury or on a bank accognt §Kc&ed the amount of the balance upon which 
they are drawn; or the annount by v/hich ehcumbrsneas and expand Ifg res exceed the 
appropriation to vrfhich they are chargiabj©. 

Overhead. Elements of Indirect cost necessary In the cperatlonQt the community 
college district or fn the perfornnance of a ^arvice that are of such nature that 
the amount applicabla to each accounting unit cannot badetermfned readily and 
accurately* 

Override tax rate, A tax rate levied at the dficrit ion of ttis c^munl+y col lege 
district board for a specific purpose. The ta^ income reoaived from this source 
rnay be used only for the designated purpose. Overrf^e ta^c ratas my b& levied 
fn addition to the general purpose tax rate* 

Par value. The price at which seGUrities ar© issuid, 

Payrol I register . A document accompanying one or rnore ordtrs oh a conmunfty 
col leg^ district fund for the paymefit of ^al^rfes or wages to ^ployeis that 
contains the names of such employees end provides Informa'tlon sgbstantf atf na such 
orders, ' ^ 
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Payrol I warrant . A document used as an order or a requisition on funds of a 
community col lege distrfct for the purpose of paying salarits or wages. 

Personal property . All property except real estate. 

Petty €ash > ^ sum of money set asfde for the purpose of making chang© or 
immediate payrients of small amounts. iSm also revolving cash fund.) 

prepaid expenses . Items for which payment has besn made but for which benefits 
have not been realized as of a certain datei e.g., prepaid rent, prepaid Interest, 
and premiunis on unexpired insurance. Benefits and corresponding charges to ex-- 
penses will be borne In future account Ing periods. 

Prior years ^ taxes . TaKes collected within the current fiscal year for levies 
In previous fiscal years* 

Prociram (noun) . A group of related actlvftles consisting of a unique combinaffon 
of objects that operate together to accompl ish comnion ends, 

Prociram accounting. A system of accounting in which records are maintained to 
accumulate income and expenditure data by program* (Sea Part I of this manual.) 

Program costs. Costs Incurred and al located by programs rather than by organ- 
izations. Program costs should be those direct costs that are essential to 
maintain the program. (See also direct costs,) 

Program deft nit ions . See Part I in this manuaL 

Progranri structure . The hierarchical arrangement of programs that represent the 
interrelationship of activities to goals and objectives. The program structu ra 
contains categories of activities with common outputs and objectives. Programs 
may cut across existing departnnents and agencies/ 

Property tax rate . See tax rate. 

Proprieta ry account . An account reflecting the asstts and liabilities of the 
di str ict. 

Prorating. The allocating of expenditures or income from a single source to 
two or more accounts to show the correct d Istr ibutiori of changes or Income. 

Protested taxes. Tax money paid under protest and held by the county auditor 
pending settfement of the protest. 

Purchase order . A document which, issued to a vendor, authorises the delivery of 
specified merchandise or the performance of certain services and the making of 
a charge for them* 

Real property . Property consisting of land, buildings, minerals, timber^ land- 
scaping^ and all improvements thereto. 

Rebates.. Abatements or refunds. 
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Receipts^ nonreyenut . Amounts received thai' efther Incur an obligation that 
must b© met at som© futur© date or change the fom of an asset from proptrty 
to cash ana therefor© decrease th© arnount and valui of district property. Money 
received from loans, sale of bonds, sal© of property purchased from capital funds, 
and proceeds from insurance adjgstniants constitute most of the nonrtvenue receipts. 

Receipts^ revenue. Additions to assets that do not Incur an obligation that 
must be met at some future date and do not represent exchanges of property for 
money. 

Reel ass 1 f [cation , Redes Ignat ion of current yaar-s i ncome or expenditure items 
previously posted to one account and later determined to be more properly charged 
to a different account* 

Refund. An amount paid back or credit allowed on account of an overco Meet ion. 

Registered warrant, A warrant that Is registered by the county treasurer for 
future payment on account of present lack of funds and that fs to be paid with 
interest In the order of Its registration. 

Registers, A listing of transactions of like kind that may be totaled and sum- 
mar i led for convenience in postings e*g*^ payroll registers, warrant registers, 
and attendance registers. 

Refmbursement . Cash or other assets received as a repayment of the cost of work 
or services perforniedi or repayment of other eKpenditures made for or on behalf 
of another governmental unit, fund, or department, (Sea also refund.) 

Requisltton . A docyinent submitted Initiating a purchase order to secure sped-- 
fled articles or servlcas. 

Reserve . An amount set aside to prosrlde for estimated future ©Kpenditures or 
losses, for working capital, or for other ipicified purposes. 

Reserve for encumb ranees . A reserye representing the segregation of a portion 
of a fund balance to pro\^lde for unliquidated encumbrances. Separate accounts 
may be maintained for current and prior year encunibrancas^ 

Resources . All assets owned Including land, bul Idi ngs, cash, estimated fncome 
not realized, and, In certain funds, bonds authorized but unissued. 

Restricted funds . Monies the ust of v/hlch is restricted by legal requirements. 

Revenue. Addition to assets not accc^npanied by an obligation to perform service 
or delis^er products, 

Revoivlnp cash fund , A stated amount of rnoney used primarily for ©narg^cy or 
small or sundry d Isbursefnents and relnnbursed periodically through properly d^u- 
mented expenditures, which ere summarizid and charged to proper accounting classi- 
fications. 
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Sales and use tax. Tsk imposed upon the sal© and consumption of goods and services. 
It can be Imposed as a general ta^ on the retail price of a 1 1 goods and services 
sold within the community college system Jurisdiction with few or limited exemptions 
or as a tax upon the sale or consymption of selected goods and services* Separate 
accounts may b© maintained for general sales taxes and for selective sales taxes, 

Schedu les . Explanatory or supplementary statemsnts that accompany the balance 
sheet or other financial statements. 

Secured roll > Assessed value of real property, such as land, buildings, secured 
personal property, or anything permanently attached to land as determined by each 
county assessor* 

SecuritI m > Bonds, notes, mortgages^ or other forms of negotiable or nonnegot iab I e 
instruments. 

Ser ial annuity bonds . Notes or other evidences of obligation in which the annual 
payment of principal and interest combined are approKimately the same each year. 

Serial bonds . Notes or other evidences of obligation redeemable by installment, 
each of which is to be paid out of Income of the year in which it matures. 

S hared r evenue. Revenue levied by one governmental unit but shared, usually in 
proportion to the amount cullected, with another unit of government or class 
of governments. 

Short-term loans . A loan payable in five years or less but not before the end 
of the current fiscal year. (See also current loans.) 

Si te . The location of an adult school college, satellite center^ or a central 
administrative unit. 

Source document . Any voucher or other data that supports an entry in the ac- 
counting records* 

Special audit s An examination of the accounting records having a specific pur-- 
poie, or a general OKannt nation In addition to or in extension of the usual exam^ 
inatlon, 

Speci float ions . Those particular qualities required of products or services. 

Statements * Forma! written presentations setting forth financial information. 
The term Includes exhibits, schedules, and written reports. 

State School Fund . Monies provided by statute to the Chancellor's Office, Cali- 
fornia Community Colleges, for distribution to ccrni 'jnitv col lege diutricts on a 
predeternnl ned formula. 

Student body fund . A fund to control the receipts and drsbursements of student 
association activities. 

Subsidiary account . A related account that supports in detail the debit and 
credit summaries recordid in a controlling account* 



RiV. 2/76 



F-13 



Subsidiary ledger . A group of subsidiary accounts, the sum of the balances of 
which equal the balance of the related controlling account. 



Subvention. Provision of assistance or financial support, usually from a 
superior governmental unit, 

Summa ry , Consolidation of like Items for accounting purposes* 

guppl v> A material Item of an expendable nature that Is consumed, wears out, 
or deteriorates In usei or one that loses its identity through fabrication or 
incorporation Into a different or more complex unit or substance. 

Surety bond. A written promise to pay damages or to IndOTnify against losses 
caused by the party or parties narnid in the document through nonperformance or 
through defalcationi e.g., a surety bond given by a contractor or by an official 
who handles cash or securities. 

Surplus, The excess of assets over liabilities. 

Suspense account . An account to which postings are made temporarily pending 
determination of the proper account to be charged or credited. 

Suspense clearing . An account that earr les temporar I ly pending charges or credits 
to the proper account or accounts to which they are to be posted. 

Tax anticipation notes . Instruments Issued to secure monies borrowed in ^xpecta^ 
tion of receip.t of tax--funds. 

Tax liens . Claims by governmantal units upon properties for which taxes levied 
r^ain unpaid. 

Tax rate. The amount of tax stated In terms of a unit of the tax base. 

Tax rata 1 tmlt . The maximum rates of tax that a governmental unit may levy. 

Tax redOT ption, Proceeds from the sale of tax*He| Inquent property* 

Tax relief subventions . Funds ordinarily paid to compensate for taxes lost 
because of tax relief measures. 

Tex ro I L The list showing the ainount of taxes levied against each taxpayer 
or property. 

Taxes. Compulsory charges levied within Its boundaries by a governmen+al unit 
against the Income or property of parsons, natural or corporate, to support I 4b 
activities, ^ 

Taxes receivable . An asset account representing the uncollected portion of 
taxes levied. 

Term bonds. Bonds of the same Issue maturing at a specified time or for a spe- 
cified peria4« 
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Test check. The verification of selected i terns on the assuniptlon that those 
selected are representative of the ©ntlr© group from which they are selected. 
If no errors are found, the unchecked items in the group are assumed to be 
correct, 

Trade discount , A raduction of th© list price, usually expressed as a percent 
and reiited to vol urn© of business transacted. (The term is not to be confused 
with cash discount.) 

Trafier eoach faes. Assessments collected from owners of trailer homes, which 
cDnstltute personal property used in Ifeu of taxable real property. 

Transfer . I nterdi strict or Interfund payments or receipts not chargeable to 
©Kpenditures or credited to Income. Certain budget revisions are often referred 
to as transfers. 

Trial balance. A list of the balances of the accounts in a ledger kept by double 
entry^ with the debit and credit balances shown In separate columns. If the 
totals of the debit and credit columns are equal or if their net balance agrees 
with a oontroMlng account, the ledgers from which the figures are taken are 
said to be "in balance*" 

Trust fund. A fund consisting of resources received and held by the school 
district as trustee to be expended or tnvssted in accordance with the conditions 
of the trust. 

Tuition. An amount charged for educational services provided to a student. 

Unappropriated fund balance . Th© portfon of a fund balance not segregated for 
specific purposes. All assets and estimated Income available for appropriation 
are credited to the account and General Reserve; budgeted appropriations and 
other obligations are debited. The net value of the account represents the 
unappropriated fund balance. 

Unencumbered balance . That portion of an appropriation or allotment not yet 
expended or obligated. 

Unit cost. The total expenditure for a praduct, program or service divided by 
the total quanitity obtained or some other quant itatfve measurei e.g., total 
expend ft ure divided by number of students ©qua Is cost per student. 

Unreal ized Income . Estimated income less Income received to date; also^ the 
estimated Income for The remainder of the fiscal year. 

Unsecured rol I . Assessed value of persoial property other than secured propert/. 

Voucher . Any document that supports or verifies a certain transaction. 

Voucher warrant . A form embodying a warrant and voucher in one document, 

Warranr . A written order drawn by the governing board or Its authorized officerCs 
or ©mployeeCs)^ approved by the county supirl ntendent of schools, and allowed by 
the county auditor, directing th© county treasurer to pay a specified amount to 
a designated payee. * ^ 
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Warrants payablQ. The face amount of warrants outstanding and unpaid. 



Withholding * The process of deducting from a salary or wag© payrnent an amount, 
specif lad by law or regulation, representing the estimated federal or state 
tncom© fax of the Individual that the employer must pay to the taxing authority. 

Work In process > An asset representing the value of partially completed work. 

Work order . A written authorization for the performance of a particular job 
contain Ing a description of the nature and location of the Job and specifications 
for the work to be performed. Such authorizations are usually assigned job 
numbers, and provision is made for accumulating and reporting labor, material, and 
other costs. 
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APPENDIX G 
Data Processing Terminology 



A^£ha, The term used to indicate letters of the alphabet as opposed to numbers. 

Alphanumeric , A term used to indicate a combination of letters, numbers, and 
special symbols such as punctuation or mathematical notation. 

AutomatQd data processing (APPh Th© continuous integrated operation of data 
processing In which automatic machines are used; different from manual data 
processing* 

^tch, A controlled group of data gathered together for processing or balancing* 

Batch processing, A technique by which items to be processed must be coded 
and collected Into groups before processing. 

Binary numb er system . An internal numbering system Incorporated by computers 
which uses a base of two, ©Kpressed as 0 or I (as opposed to the decimal system, 
which uses a base of ten)* 

Block diagram, A graphic presentation of a system, computer, or program in which 
selected portions are represented by boxes and interconnecting lines (See also 
f low chart, ), 

BucL, A mistake, malfunction, or omission in the design of a program or computer. 

By-product Information. Data, which, as a result of being tabulated in a par- 
ticular fashion or as a result of being processed for other than the area of 
specif Ic'design, becomes available for eKisting records created for an entirely 
different purpose. 

Card punch, A machine that encodes data Into tabulating cards in the form of a 
pattern of round or rectangular hojma; card punches may be activated by a con- 
puter or from a keyboard (See also key punch). 

Cathode ray tube (CRT)* A device siml lar to a televIsloFt screen upon which data 
can be stored or displayed. 

Central processing unit (OPU). That portion of a computer contain ing the arith- 
metic, logic, control, and In some cases, main storaga i^nl ts. 

Character reader, A machine that optically scans alphabetic, numeric, or special 
characters previoMsly entered on a document (usually by high-speed printer, fvpe- 
writer, or Imprinter). 

Code . A system of rules or signals for using a set of characters to represent 
data or instructions. 

Collating. Comparing and merging two or more similarly sequenced groups of Items 
into one sequenced group. 
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Cofffnon Bu s! nesi-Or tented Language (COBOL) . A computer programming language 
using basic English phrases designed for business applications. 

CowiQn lanquafie, A single code used by several devices (for aKample, typewriters, 
calculators, and transmitters) manufactured by different companies* 

Comp! latton^ Preparation of a machine language program by translation of each 
symbolic coded instruction Into two or more machine language Instructions, 

Data . Basic elements of information facts, numbers, letters^ or symbois - with 
or without a computer. 

Data col lection. The act of bringing data from on© or more points to a central 
point. 

Data communication . The transmission of data from one point to another* 

Data procgsslnq. A series of planned actions and operations upon data to achieve 
a desired result. 

Data processor, A group of people and/or machines organized and acting together 
to process data. 

Debuqgi nq. Finding and removing the mistakes frOTi the design of a program or 
computer. 

Electronic data processing (EDP) , A term referring to equipment that processes 
data by eiectronlc means; I.e*, analog and digital computers. 

Flow chart* A graphic representation of the major steps of work In process. 
(See also block diagram.) 

Fortran (FOfaiula TRANslat Ion) . A programming system that converts mathematical 
statements into computer language. 

Hard cop y. Any printed copy of machine outputi s*g.* reports, listings, dt^cuments, 
or other copy In the form printed out by a computer. 

Hardware , The physical equipment or devices which together comprise a computer 
and associated data processing machlnesi the machanlcal or machine portion of a 
computer system. 

information. Facts and intelligence that result from data processing operations, 

I n format f on retr i eva I . The methods and procedures for recovering specific In- 
formation from stored data. 

Input, Transfer of external Information Into the central processing unit or 
Into an intermedtat© data-processing storage device. 

Inquiry station* A remote terminal device^ such as a typewriter keyboard, from 
which interrogation of the contents of a computer's storage can be made. 
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Key punch , A card punch activated by a keyboard. (See also card punch,) 

Lanquaiqe , A system for representing and communicating Information betv 
people and/or machinQS, 

Lines per minute (LPM) , The rate of printing speed of output printers. 

Magnetic disc , A flat, circular plate with a surface that can be magnetized 
to store data. 

Magnetic tape. A plastic or mylar strip coated with a metal! Jc oxide upon which 
data can be recorded in magnetized spots, 

Mark reader > A machine that optically scans marks entered (usually manually) 
In specific positions on a form and assigns values based on such positions* 

Mark sense . Psncfl strokes generally entered on bubbles on a punch card that 
can be read eiectriceily by a machine* 

Optical character recoqnttlQn (OCR) , A general term reforrlng to the technique 
of using machines for optica j reading of characters^ symbols, or marks from a 
printed Input document* 

Optical scanner . A device that optica My reads printed or written data^ which 
Is stored or entered into a computer. 

Output* Information transferred from Internal storage to output devices to 
produce cards, tapes ^ business forms, reports ^ and so forth. 

Paper tape * A ribbon* like strip of paper ^ one inch or less In width* used as 
a means of recording data in the form of coded perforations* 

Peripheral equipment * The auxiliary machines that may be placed under the con- 
irol of the central computeri e*g., card readers, punches, and high-speed printers 

Pr 1 ntout . Dl^lay of cpmputer-procyssed information as hard copy* 

Program. A series of instructions that tell the computer In minute detail how 
to process data* 

Programmer . A person who prepares problem-solving procedures and flow charts 
and who may also write and debut programs. 

Random access . A storage technique In which the cOTiputer can find one bit of 
data as quickly as any other^ regardless of Its specific location in storage^ 
without requiring a sequential storage. 

Real-time processing , A method of processing data in which the machine begins 
to function at the moment of initial input so that there Is virtually no passage 
of time between inquiry and result* 

Software. Written programs and routines used to extend the capabllltlei of 
computers. , 
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Source do cument . Any form from which data are taken for processing. 

Storage. The retention of data for future retrieval. J 

Test routine. A program designed to show whether or not a computer is functioning 
properly* 

Throuphput, Productivity based on all facets of an operationi e.g., a computer 
that can read, write, and compute simu Ita^neous I y would have a high throughput 
rating processing through the system. 

Tima^-shartng. UsiTig a computer to process multiple requests by independent users 
and providing responses rapidly so that each user feels that the computer is 
entirely at htB disposal. 

Unit record equipment. Computerized auxiliary equipment such as card readers, 
collators, and interpreter's. 

Updating. Revising so as to Include current data. 



UNIVERSITY OF CALIF. 
LOS ANGELES 

OCT 2 2 1976 

CLEARINGHOUSE FOR 
JUNIOR COLLEGES 



R©v. 2/76 



162 

G-4 



I 



